PARTNERS Benefits Administration

FOR HEALTH Agency Benefits Coordinator Training

Welcome to Day 2

Step by Step Instructions for Edison
& Remedy

The dial-in number is 1-866-741-6464
Please remember to your phones
Please place the call on



Agenda

“*Hiring a New Employee
»No Existing Edison Employee ID
»Has an Existing Edison Employee 1D

*» Rehiring an Employee

*» Terminating an Employee

+» Changing Name and/or Marital Status
*» Changing Address

“* Review Employee Job Data, Biographical and Benefits Information
< Upload Documents Through Edison

*» Queries

“* Collections Applied Report

< External Agency Calendar

“* Remedy for ABC's

“» TN Enrollment and Collections Report (State Only)
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Review Employee Job Data, Biographical anc

Benefits Information

This procedure shows you how to check the
current information in Edison for an employee.

¥ This applies to all agencies.
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dlSOﬂ The State of Tennessee's Enterprise Resource Planning Solution

Welcome

Home | Sign out

Favorites ¢ Main Menu

My Paue Benefits

My Links Select One:

Benefits News ﬂlen.« Workforce Administration Benefits Billing

[IMPORTANT] Changes to 401K & 457
Effective February 1. 2013

401(k) & 457 Deferred Compensation
plan changes can no langer be made
through Edison.

View All Articles and Sections

Modify a Person
Madify a perzon’s basic information, such as name
and contact information.

== Search by National ID

Benefits Administration

E" Hon-Payroll New Hire
MNon-Payroll Mew Hire

E" Hon-Payroll Job Data
Non-Payroll Job Data

==—1 Employee Profile Page
Effprieyas D@n Dage

E" Benefits Document Upload
Benefite Document Upload

E" Update Dependent/Beneficiary
Update personal profile of employee dependents and
beneficiaries.

E" Health Benefits
Maintain employee enroliment in health plans, including
dependent coverages.

Search for personnel or dependents or beneficiaries
by national ID.

Instructions I

~
Retrieve the Edison employee

ID of the record you wish to
review and then click on the
“Employee Profile Page” link
L from the main “Benefits” tab

Enroll in Billing
Specify information for biling 2uch as plan type and
calculation factors.

E" Review Adjustment Summary
View various charge and payment adjustments.

E" Review Employee Balances
View charges, payments grand totals associated with
an individual emplovee.

E" Request Hold/Alternate Address

ldentify alternate address information; place a held on
the bill ar statement.

E" Review Payment/Details
Rewview the payment history for participants.




Favn;u_j'itE-S Main_MenLl » HCM > Bensfits » Review Employes Bensfits > Employes Profile Page

My Page General Info Payroll HR Benefits T&L ELM Financ

TN Employee Profile Page

Enter any information you hawve and click Search. Leave fields blank for a list of all values.

I
Limit the number of results to (up to 300): |3IIIIII

Empl ID: begins with v ({00409859 Instructions
Name: begins with v |[\_g")
Last Name: begins with v || Enter the employee ID in the
Second Last Name: begins with | EmplID field.
Alternate Character Name:| begins with |
Wiigdle Name: begins with v || ( Then click “Search” )
SSN: begins with v ||
#*| InZlude History Case Sensitive @

Search Clear |Basic Search IQIIE] Sawve Search Criteria

Note:

You will need to enter the SSN
without spaces
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Favtlrites i MainYMenu > HgM > Eengﬁts ¥ Review Emplgyee Benefits » Employee Profile Page
My Page Benefits My Links Select One: From this page, you can see
all the information for the

el i (7 z e Dage | . .
: _ Window (D Help _Ef Customizel employee by clicking on the
Bio & Job Data Health Benefits Links MNotes Scanned Documents 5 tabs below

EMP 1D: 00409859 Empl Record:
sl The “Bio & Job Data” tab
Name Date of Birth National ID Address Address As Of shows the employee’s
John Doe 03/01/1990 456-78-1728 123 Lovegood Road 03/08/2013 i i i
Mashville, TN 37217-3394 b|ograph|cal an_d JOb data
Davidson information.
Job Information Find | View All  First K 10f1 0 Last
Empl Record: 0 EMP
Benefit Program: ALL Effective Date: 03/08/2013
Benefit Service Date:  03/08/2013 Years/MonthsiDays: 0 0 3

Find | view Al First KV 2012 7 5 ’

Effective Date: 03/08/2013 Sequence: [

HR Status: Active Payroll Status: Active
Action: Hirc Reason: ¥ Benefits Employec Hire
Empl Class: GAZ2 Pay Group: NS

Click the arrow
to go through
the Job Data

Annual Salary: § 50000

Position Number: 93001851 Insurance Participant .
Company: NP State of Tennessee MNon Payroll h|St0ry.
Business Unit: LGGA2 Loc Government Active Level 2
Department: 9239700000 Agape, Inc
Location: NP047 Knox County

Date Created: 03/08/2013

Elig FId 1: 19 Elig Fid 2: Elig Fid 3:
Elig Fid 4: Elig Fid 5: Elig Fid 6:
Elig FIid 7: Elig Fid 8: Elig Fid 9:

End Effective Date
End Employee Record P‘ \I { I NEI {S

— FOR HEALTH -
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Favorites | Main Menu » HCM > Benefits » Review Employee Benefits > Employee Profile Page
b P w b b b

My Page Benefits My Links Select One:

The “Health Benefits” tab shows
& New Window (2) Help the employee’s current plan
Bio & Job Data Links = Notes = Scanned Documents choices as well as a historical
review of past choices.

EMP 10: 00409859 Empl Record:

N7
Customize | Eind | View All | | #=  First 0 1-20f 2 ) Last

Click the arrows to go
Benefit . Process Process

Sched ID R—Dd Nbr Event Date Event Class Action Source —Status —Indi{:ator Status Out of Seq through the different
EVENTM |0 03/15/2013  Termintn JobChg Assigned  NormalPrc  Void NO plans. (Medical,
EVENTM 0 03/08/2013 |NHR JobChg Enrolled Normal Prc Closed NO Dental, Vision, etc.)

. . -
ind | View All Firzt &) 10r4 I3 Last )
—————

Benefit Red Nbr i Benefit Program A2

Plan Type 10 Medical

View All  First [ 10f1 D Last

+ Coverage

Coverage Begin Date: 04/01/2013 Benefit Plan: Standard PP0O BCBS East

Click the arrows to
go through the
Coverage history of
each Plan type.

Coverage Election: Elect Coverage Code: D Employee +

Previously Seen: Election Date:

Hational 1D
978653214

Relationship
Mat Child

This date is the date
—_— the coverage was
entered into Edison. 7




Favorites @ Main Menu > HCM > Benefits > Review Employee Benefits > Employee Profile Page

My Page Benefits My Links Select One:

2] New Window 'E_.'Help m'CuatnmizePage ] hitp

Bio & Job Data Health Benefits . - Motes Scanned Documents

1D: 00409859 Empl Record:

Employee Event Detail Empl Red 0

Review Paycheck Summary

The “Links” tab offers various
links that you have access to
Billing Enrollment depending on your security
level.

Billing Adjustment Summary

Arrears Balances

Billing Balance Review




Favorites - Main Menu » HCM > Benefits > Review Employee Benefits » Employee Profile Page
e P b b w b

My Page Benefits My Links Select One:

] New Window I.E'J Help |:|/ Customize Page

Bio & Job Data Health Benefits Links @ Scanned Documents

John Doe EMP ID: 00409859 Empl Record:

Find | View All First &) 10f1 13 Last

é .
Note Date/Time: 0311/2013 9-37 AM The “Notes” tab displays
the notes entered onto the
L
Motes By: Lawrence, Sherri A empl_oyee S re_cord by
Benefits Administration.
Notes: Keyed Benefits and dependent added. This is also a historical
record.
\_ J

Phone Call Email Billing Remedy Ticket @ Keyed Enrollment-Event Class HIR

— Other



Favorites -
- H

My Page

Benefits

Click to Retrieve Document

Class Description

Main Menu > HCM > Benefits > Review Employee Benefits » Employee Profile Page
w w w -

£ New Window '.E) Help |_|"/ Cu

e T e
Bio & Job Data Health Benefits Links Motes

in
Customize | Eind | E | =

Document Type Description

My Links Select One:

The “Scanned Documents”
tab shows documents that
have been uploaded to the

employee’s record.

lick to Retrieve Document

Benefits - Insurance Admin

Insurance Enrollment / Change

Click to Retrieve Document

Benefits - Insurance Admin

Employee Death Claim

Click to Retrieve Document

Benefits - Insurance Admin

Dependent Death Claim

Click to Retrieve Document

Benefits - Deferred Comp

General Correspondence

lick to Retrieve Document

Benefits - Insurance Admin

General Correspondence

Click to Retrieve Document

Benefits - Flexible Benefits

General Correspondence

Click to Retrieve Document

Benefits - Flexible Benefits

Flex Enrollment Form

Click to Retrieve Document

Benefits - Flexible Benefits

Change of Family Status - Flex

Click to Retrieve Document

M&ﬁta - Deferred Comp

401K Enrollment Form

Click to Retrieve Document

Eleneﬁ'r’s\— Deferred Comp

401K Other Form

Click to Retrieve Document

Benefits - Deferred Comp

457 Enrollment Form

Click to Retrieve Document

Benefits - Defered Comp

457 Other Form

Click to Retrieve Documen¥

Benefits - Deferred

Instructions

Click on the document(s) you
would like to review by
clicking one of these links.

¢ The majority of documents will be in the Insurance Enroliment/Change
area (1) and/or the General Correspondence area (5).
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Favorites -
- H

My Page Benefits

Bio & Job Data Health Benefits

Links

Main Menu > HCM > Benefits > Review Employee Benefits » Employee Profile Page
w w w -

My Links Select One:

] New Window I.ZJHeIp |1,”J Customize Page ahttp

Motes Scanned Documents

Customize | Find | B | 3% Frat 0 0 Lo

Click to Retrieve Document Class Description Document Type Description
1| Click to Retrieve Document Benefits - Insurance Admin Insurance Enrollment / Change
2|Click to Retrieve Document Benefits - Insurance Admin Employee Death Claim
3| Click to Retrieve Document Benefits - Insurance Admin Dependent Death Claim
4| Click to Retrieve Document Benefits - Deferred Comp General Correspondence
5|Click to Retrieve Document Benefits - Insurance Admin General Correspondence
6|Click to Retrieve Document Benefits - Flexible Benefits General Correspondence
7| Click to Retrieve Document Benefits - Flexible Benefits Flex Enrollment Form
8 |Click to Retrieve Document Benefits - Flexible Benefits Change of Family Status - Flex
9| Click to Retrieve Document Benefits - Deferred Comp 401K Enrollment Form
e : =—efits - Deferred Comp 401K Other Form

* Based on your computer efits - Deferred Comp 457 Enrollment Form

settings you ma_ly need_ to click the efits - Deferred Comp 457 Other Form
Counoadlipigich e efits - Deferred Comp 401K Roth

document.

File Name DateCreated View document 3
Benefits-
Insurance Admin 04M112014 | Cpen Ciownload
Benefits- 031071201 0N Ok Download
Insurance Admin

Instructions I
<

Click “Open” to view the
document

The document will appear in a
separate window.

11




Upload Documents Through Edison

You can upload scanned documents for your employees
through Edison instead of sending them via fax to Benefits
Administration.

PARTNERS
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edISOFI The State of Tennessee's Enterpnse Resource Planning Solution

Favorites = Main Mesa

My Page Benefits

Benefits News Alel
IMPORTANT] Changes to 401K & 457 Effective Februa
1.2013

401(k) & 457 Deferred Compensation plan changes can
no longer be made through Edison.

View All Aricles and Sections

Benefits Adm

Non-Payroll New Hire

MNen-Payroll Mew Hire

tration

Non-Payroll Job Data

Men-Payroll Job Data

E“ Employee Profile Page
Employee Profile Page

E Benefits Document Upload
=l genefits Document Uplnad

E" Update Dependent/Beneficiary
Update personal profile of employee dependents and beneficiaries.

E" Health Benefits
Maintain employee enrollment in health plans, including dependent
COVETages.

Welcome

My Links Select One: [=]

Workforce Administration Benefits Billing

Modify a Person
Modify a perzon's basic information, such as name and contact
information.

Search by National 1D
Search for personnel or dependents or beneficiaries by national ID.

Instructions

Enroll in Billing
Specify information for biling such as plan type and calculation factors.

Review Adjustment Summa
View various charge and payment adjustments.

Review Employee Balances
View charges, payments grand totals associated with an individual
employee.

Request Hold/Alternate Address
Identify aternate address information; place a hold on the bill or statement.

Review PaymentiDetails
Review the payment history for participants.

To begin the process of
uploading a document to
Edison, click on the “Benefits
Document Upload” link from
the main “Benefits” tab.

PARTNERS

FOR HEALTH
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* Requirements will appear that list guidelines for
uploading files through Edison. If these requirements are

not followed when uploading files they may not be

| edISOn The State of Tennessee’s Enterprise Resource processed.
Favorites @ MainMenu * HCM @ Benefis » Benefits Document Upload

My Page Resources Payroll HR Benefits TEL ELM Finance Procurement Loqistics Training

g2 New Window 2} Help |;’I Customize Page

Requirements

1. All documents for each employee must be in the same file. For instance, if vou have an enrollment form and two
dependentverification documents, they will all need to be saved in the same file.

2. Thefile type should be .POF, TIF, ar JPG.

3. You may only upload one file for one employee at a time. You cannaot scan multiple sets of documents for multiple
employees and upload all ofthem in the same file. Each file for each employee must be uploaded separately.

4. Enterthe employee 10 (or Social Security Mumber if employee |0 not available) in the box below before clicking
Proceed to Upload.

MNote fo Central Stafe ABCs We cannot accept Employee or Dependent Dieath Claim documents through this process. This
pracess is only for standard enrollment documents.

Flease make sure you read and understand the requirements above before uploading your documents.

Instructions

Enter Employee ID: GOS954550 Proceed to Upload ==

{or 53N if ID not availakle)

Enter the Employee’s Edison
Id number or the Social
Security Number and click the
“Proceed to Upload>>" link.

PARTNERS
FORHEALTH .




Home 1
The State of Tennessee's Enterprise Resource Planning Solution Welcome Shemri A Lawrence
Favorites @ MainMenu * HCM @ Benefis » Benefits Document Upload

Iy Page Resources Payroll HR Benefits T&L ELM Finance Procurement Longistics Training

Requirements

@ New Window (Z) Help  [& Customize Page

1. All documents for each employvee must be in the same file. Forinstance, if you have an enrollment form and two
dependentverification documents, they will all need to be saved in the same file.

2. The file type should be .POF, TIF, or JPG.

3. You may only upload one file for one employee at a time. You cannot scan multiple sets of documents for multiple
employees and upload all of frnon i fha soean fla Pock file for aookh cmnlooe s cnoed b oeleoded coeargiply

4. Enterthe employee 10 (or Soq licking
Proceed to Upload.

Mote to Central State ABCs-Wecam ) [ocess. This
process is only for standard enrallm . Choose File Lo file chosen

Upload Cancel
Flease make sure you read and unc @

Enter Employee ID: goggg4cgy Proceed to Upload ==

{or 55N if ID not availakle)

Instructions

Click the “Choose File”
button.

15



[ . J edlSUﬂ J The State of Tennessee's Enterprise Resource Planning Solution

Organize «

1:{' Favorites
Bl Desktop
_‘i. Downloads

=)
=l Recent Places

Libraries
E Docurnents
.r' Music
[ Pictures

B videos

1M Computer
&, Default (C:)
9 ag04i98 (\\ag03l!

L Benefits (\\ag031

MNew folder

Elengﬁts

MName

@ Admin Security

BenefitsinsBarcode

ﬂ Direct Line Phone M...

(3] Excel 2010

|E] Fax

Good Afternoon

(@ Google Chrome

T Helpful Links
Jamestown

Keying Email Motes

life insurance policy...

[ Main H Drive

File name: Fax

Benefits Document Upload

HR

Benefits

2 KB
45 KB
1KB
185 KB
14 KB
162 KB
14 KB
3KB
41 KB
1KB
2,014 KB
46 KB
1KB

Pl

Ta&L

Item type

Shortcut

Microsoft Excel 97...
ClickOnce Applica...
Adobe Acrobat D...
Shortcut

Adobe Acrobat D...
Microsoft Word D...
Shortcut

Adobe Acrobat D...
Text Document
Microsoft Word D...
Microsoft Word D...
Shortcut

Clmrk ok

ELM

x

Finance

Home 1 Sign out
Welcome Sherri ALawrence [N

Procurement Longistics

Training

Select the correct file to
upload to Edison. Then click
“Open”




Home 1
The State of Tennessee's Enterprise Resource Planning Sofution Welcome Shermi A Lawrence
Favorites © MainMenu * HCM @ Benefits » Benefits Document Upload

Iy Page Resources Payroll HR Benefits T&L ELM Finance Procurement Logistics Training

Requirements

gl New Window () Help |:|’J Customize Page

1. All documents for each employee must be in the same file. For instance, if you have an enrollment form and two
dependent verification documents, they will all need to be saved in the same file.

2. Thefile type should be .POF, TIF, ar JPG.

3. You may only upload one file for one employee at a time. You cannot scan multiple sets of documents for multiple
employees and upload all of =7 i #hn momne Ble Dock fle for nocb cmonlose e oneeed e sl e d ““;“ratelyr.

4. Enterthe employee IO (or Soq licking
Proceed to Upload.

Mote to Central State ABCs:Wecani — ) o jocess. This
process is only for standard enrollm | Choose File | ‘Mew Hire Application. pdf

Upload Cancel
Fleaze make sure you read and unc

Proceed to Upload ==

Enter Employee ID:
{or 55N if ID not availakle)

The file name will appear in
the File Attachment box. Click
“Upload” to upload the file to
Edison.

17



Sirwr mart

| The State of Tennessee's Enterprise Res v After clicking “Upload”, you will then return to the
Favorites © MainMenu » HCM @ Benefis » Benefits Docu Requwements page. There will be a message at the
My Page Resources Payroll HR Bene bottom of the page letting you know the upload was My Links
successful with a date and time stamp.

/.

Jiize Page

Requirements

1. All documents for each employee must be in the same file. For instance, if you have a/enrallment farm and two
dependent verification dacuments, they will all need to be saved in the same file.

2. The file type should be .POF, .TIF, or JPG.

3. You may only upload one file for one employee at a time. You cannot scan multigfe sets of documents for multiple
employees and upload all ofthem in the same file. Each file for each employe ust be uploaded separately.

4. Enterthe employee 1D (or Social Security Mumber if employee |D not availablg? in the box below before clicking
Proceed to Upload.

Mote to Central State ABCs: We cannot accept Employee or Dependent Death Zlaim documents through this process. This
pracess is only for standard enrollment documents.

Flease make sure you read and understand the requirements above befgre uploading vour documents.

Enter Employee ID:
{or 55N if ID not available)

18



Upload Document

Notes

» The uploaded file will not immediately be visible to you or to
Benefits Administration

» Documents will be assigned to the correct employee record in
Edison within 24 to 48 hours of upload (during peak times it may
take longer)

» Each document will be worked by the data entry group in Benefits
Administration as received

» Do not upload the same file more than once as this will cause
delays when processing the document

PARTNERS
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Running Queries

Running Queries allows you to view changes and
discrepancies within Edison

PARTNERS
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S “S -1 The Stale of Tennessee'’s Enterpnise Resource Flanning Solution Welcome

——
Favorites £ Man Menu
- -

My Page My Links Select One

Benefits News Alerts Workforce Administration Benefits Billing

[IMPORTANT] Changes 10 401K & 457 Effective February E Modify a Person E Enroll in Billing
1.2013 Wodify a person’s basic information, such as name and contact information Specify nformation fer billing such as plan type and calculation |

401(k) & 457 Deferred Compensation plan changes can no
longer be made through Edison
Jiew All Articles and Sections Ij Search by National ID Review Adjustment Summary

Search for personnel or dependents or bene ficiaries by natienal ID Wiew various charge and payment adjustments

Benefits Administration

E Non-Payroll New Hire Review Employee Balances
Non-Payroll New Hire View charges, payments grand totals associated with an individ
employee.

E Non-Payroll Job Data

P — = Request HoldiAlternate Address

identify atternate address information; place a hold on the bill or :

’T—'] Employee Profile Page
Employee Profie Page == Review Payment/Details

Review the payment history for participants

== Benefits Document Upload

Instructions I

Click on the “Main Menu” link
at the top left above the main
“Benefits” tab

PARTNERS
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~a BEiIS The Siate of Tennessee's Enterpnse Resource Planning Solution Welcome

Favorites | Main Menu

My Pag: My Links Select Or
5 Employee Seff-Service +
£ HCM " Woaorkforce Administration Benefits Billing
(£3 Edison Support Info MISC + druary [[==] Modify a Person [= Entollin Biling
Ca PeopleSoft 4 Wedify a person‘s basic infermation, such as name and contact information Specify nformation for biling such as plan type and calculatio
{3 My Content » 3 Canno
. llr = ( 1 ¥ - - -
View AlAYS o e . - - * " i National ID Review Adjustment Summary
() HCM Reporting Tools . . ersonnel or dependents or beneficianes by national ID View various change and payment adjustmentis
Benefits AN Y PeErsoreizIon: HCM Schedule Query
1 Change My Password HOMBapad Manager
Hon. —. My Systam Profile 3 HCM Query Viewer Review Employee Balances
Non-I - ol = View charges, payments grand totals associated with an indp
db employee.
E Non-Payroll Job Data
Wen-Payroll Job Data - = Request Hold/Alternate Address
In Stru Ctl o nS identify alternate address information; place a hold on the bill c
I__—'| Employee Profile Page H 11 H
Employee Profie Page CIICk the HCM Reportlng = Review Payment/Details
TOOIS” ||n k from the “Ma|n Review the payment history for paricipants
IEH H
e Ronefits Document Upload Menu” list. Then click the

Benefiz Document Uplead “HCM Query Viewer” link
from the “HCM Reporting

=== Update Dependent/Beneficiary TOOIS” Ilst
Update perzonal profie of employee dependents and beneficiaries k )

=== Health Benefits
Waintain employee enrolimant in health plans, including depandent
Coverages

PARTNERS
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4 ) Edlson The State of Tennessee’s Enterprise Resource Planning Solution Welcome
Favorites : Main Menu > HCM Reporting Tools » HCM Query Viewer

My Page Benefits My

0 Mew Window
Query Viewer
Enter any infarmation you have and click Search. Leave fields blank for a listefaimralues.

"S&arch By: Query Mame E| begins with TH_E.—*-I

Search sdvanced Search

Instructions I

~
Type “TN_BA” into the begins
with field to see a list of the
gueries you can run

A

Click “Search”

l Notes

The following 3 queries need to be
run monthly:
TN_BA142_TEMP_PRIMARY_NID_DEP
TN_BA142_TEMP_PRIMARY_NID_EMPL
TN_BA313_ADDRESS CHANGES

STATE AGENCIES
The following query needs to be run 7 days before

payday:

L TN_BA278_DOUBLE_DED_ARREARS ) PARTNERS -
FOR HEALTH =




dlson The State of Tennessee's Enterprise Resource Planning Solution Welcome

Favorites : Main Menu > HCM Reporting Tools > HCM Query Viewer

_ Instructions
My Page Benefits

You can either run a query to New Wir
Query Viewer HTML (it will display within

Internet Explorer) or to Excel
Enter any information you have and click Search. Leave fields blank for a list of all values.

“Search By: [ o name [=] begins with TN _BA The query can also be scheduled

Search Advanced Search to run. (State Agencies need to
use this option) )

Search Results

*Folder View: — All Folders — L~
L Run to
Query Hame Description Dwner Folder HTMIL
TH_BAD1_DEPEMDNT_DEMOG Dependent Demographic Public HTML
TH_BA102_CHILD_AGE_26 Child Tax Dep Approaching 26 Public HTML

TN_BA125_LVE_WOPAY_FOR_MT_22M I':no'ﬁ‘ e

Public HTM avorite

TN_BA133_AUDIT OPEN_ENRL_ESS  AuditOE Seft-Serice Public

yarite
Chaooe Favorite

TH_BA142 TEMP_PRIMARY_MID_DEF Temp MID as primary for Dep  Public HTML Excel XML  Schedule Favorite
_ amp I aspnmary'f-JrEmp =3[ HIML Excel AWML |=chedule =TI

TM_BA154 HOLD _COVERAGE_ARREARS EE's with Arrears Public HTML |Excel XML |Schedule Favorite

A 2 LD

T —
TN_BA162_VIEW PAYCHECK Paycheck Deduction Public HTML Excel XML Schedule | Favorite
Information — -
TN_BA164_INVALID_COUNTY L ETLREER s L pulic "WYALID | ity Excel XML Schedule  Favorite
county COUNTY
TM_BA1T2E_RETRO_DEDUCTIONS Retro Deductions for State EE  Public HTML |Excel XML | Schedule Favorite
TN_BA172_RETRO_DEDUCTIONS EE"” SELLT IR T e HTML Excel XML Schedule | Favorite

—— T
TN_BA201_SECURITY BY BUS_UNIT | Security access by business o o\,

un HTML Excel XML | Schedule Favorite
Y Dep Terms - ; Y Wy Sched Wari
TM_BAZ07_DEP_TERMS Div Mar Age,Cancel Fublic HTML |Excel XML | Schedule Favorite 24

TH BAZO7 IND EVEWTS Ineligible Dependent Events  |Public HTML [Excel (XML | Schedule Favarite



TN_BA142 TEMP_PRIMARY_NID DEP

A B C D E F G H I

1 [Temp NID as primary for Dep
2 |Department Empl ID |[Empl NID|[Empl Name |Dep NID | Dep ID|Eff Date |Dep Name |Dep Birthdate
3 3440100001 00590012 123456789 White,Bob 099999999 01 11/1/2012 White,Mary 11/1/2012

ja‘mm-—qmmﬁ‘

12
13
14
15
16
17
18
19
20
21

23

PARTNERS
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Edlson The State of Tennessee's Enterprise Resource Planning Solution Welcome
Favorites | Main Menu > HCM Reporting Tools > HCM Query Viewer

My Page Benefits

7 Mew Wir
TN_BA142_TEMP_PRIMARY_NID EMPL
Enter any information you have and click Search. Leave fields blank for a list of all values.

Search By: g oy name [=] begins with TN_BA

Search Advanced Search

Query Viewer

Search Results

*Folder View: —All Folders — L]
L Run to Runto Run to Add to

Query Hame Description Owner Folder HTML Excel XML Schedule —Favorites
TM_BAD1_DEPEMDNT_DEMOG Dependent Demographic Public HTML |Excel XML |Schedule Favorite
TH_BA103_CHILD_AGE_Z26 Child Tax Dep Approaching 26 |Public HTML Excel XML Schedule Favarite
TN_BA125_LVE_WOPAY_FOR_MT_22M I':no'ﬁ"”‘”t“m'ma'fm”re Man22 o yiic HTML Excel XML Schedule | Favorite

Audit OF Self-Service . . .
TN_BA133_AUDIT OPEN_ENRL_ESS  AuditOE Seft-Serice Public HTML Excel XML Schedule | Favorite

Changes — —

— — — — — Traman BUC s prirmare far Dinn Ellh“r\- H E‘kﬂ i s tii i Eii“ i i |
TN_BA142_TEMP_PRIMARY NID_EMPL  Temp NID as primary for Empl Public HTML( Excel )XML |Schedule  |Favorite
TH_BA15A HOLD COVERAGE_ARREARS EE's with Arrears Public HTML Excel XML |Schedule Favarite

T —
TN_BA162_VIEW PAYCHECK Paycheck Deduction Public HTML Excel XML Schedule | Favorite
Information — -
TN_BA164_INVALID_COUNTY L ETLREER s L pulic "WYALID | ity Excel XML Schedule  Favorite
county COUNTY
TM_BA1T2E_RETRO_DEDUCTIONS Retro Deductions for State EE  Public HTML |Excel XML | Schedule Favorite
TN_BA172_RETRO_DEDUCTIONS EE"” SELLT IR T e HTML Excel XML Schedule | Favorite
— T
TN_BA201_SECURITY_BY BUS_UNIT ;ne':““““':ess Y BUSINEES 5y hlic HTML Excel XML | Schedule |Favorite
' Dep Terms - , ' WML |Sched Vori
TN_BA207_DEP_TERMS o o e Cance Public HTML Excel XML Schedule | Favorite 26

TH BAZO7 IND EVEWTS Ineligible Dependent Events  |Public HTML [Excel (XML | Schedule Favarite



L=« B R = T R T T LA TR

-
oo e

A

Temp NID as primary for Empl

Dept ID

Eff Date |[Empl 1D

NID

Mame

2440100001

17172009 00590012

s
M3

\:‘EMM—\._\._’L_\._\._‘L_\.
wa = | DD~

090999991

White, Janet
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The State of Tennessee's Enterprnise Resource Planning Solution Welcome

Favorites | Main Menu > HCM Reporting Tools > HCM Query Viewer
- : - -

My Page Benefits
2 Mew Wi
Query Viewer TN_BA219_MED_DEN_COVERAGE
Enter any information vou have and click Search. Leave fields blank for a list of all values.
“Search By: oo name [=] begins with TN_BA219
Search :_ﬂ.dvanced Search

Search Results

*Folder View: — All Folders — |E|

Customize | Find | View 41| B | 5

L. Run to Run to Run to Add to
Query Name Description Crwner Folder —HTML —Excel }(—I."IL Schedule —Favorites
TN_BAZ219_AETP_FLEX_ENROLLMENTS Public HTML Excel XML Schedule | Favorite
TN_BA219_AETP_INS_ELECTIONS Public HTML Excel XML Schedule | Favorite
TN_BA219_MED_DEN_COVERAGE E‘:t‘;me” Electas ofcovg | p,pjic HTME Excel ML Schedule | Favorite
T BA219 MED, DEM ELECTIONS  MedicalDental Changes . |Public HTNL Excel XML Scheddle  Favore
TN_BA219_NEW_HIRE_ESS ELaTEEss L Public HTML Excel XML Schedule | Favorite
Submitted
TN_BAZ219_OE_NOT_SUBMITTED OE - Not Submitted Public HTML Excel XML Schedule | Favorite

uery Hame Description Owner Folder % —— Schedule Remove
TH_BA14Z_TEMP_PRIMARY_MID_DEFP Temp MID as primary for Dep Public HTML |Excel XML |Schedule ;l
TH_BA14Z_TEMP_PRIMARY_MID_EMPL Temp MID as primary for Empl  Public HTML Hh Schedule ;l
TH_BAZ19_MED_DEMN_COVERAGE Med/Den Elect as of covg date  |Public HTML Schedule ;l
TH_BA3I13_ADDRESS_CHAMGES Address Changes Public HTML XA Schedule | [=]
TH_BA_AGEMCY _QUERY_LIST Benefits Queries for Agencies  |Public HTML Schedule ;l

Clear Favorites List 28



TN_BA219 MED DEN_COVERAGE

TN_BA219_MED_DEN_COVERAGE - Med/Den Elect as of covg date

Coverage Begin Dt: | i

Yiew Results

| | Dept ID | Business Unit |ID| NID | Hame Plan Typ Benefit Plan Descr Coverage Code Descr

PARTNERS
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TN_BA219 MED DEN_COVERAGE

A B C D E F G H | J K

1 |Med/Den/Vision as of covg date

2 |DeptiD Position |Business Unit ID NID [Name Plan Typ |Benefit Plan  |Descr |coverage Code |Descr |
2 (3030101000 99000001 20301 00502311 123456789  Doe,John M 1 PDON Delta Preferred B Family

4 (3030101000 29000001 30301 '00592311 123456789 Doe,John M "4 VISEXP Vision Expanded B Family

5 3020101000 99000001 20301 00592311 123456789 Doe,John M "0 PPOVIM Standard PPO BCBS Middle B Family
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The State of Tennessee's Enterprnise Resource Planning Solution Welcome

Favorites | Main Menu > HCM Reporting Tools > HCM Query Viewer
- : - -

My Page Benefits
A Mew Wi
TN BA313 ADDRESS CHANGES S
Query Viewer - - -
Enter any information vou have and click Search. Leave fields blank for a list of all values.
“Search By: oo name [=] begins with TN_BA219
Search :_ﬂ.dvanced Search

Search Results

*Folder View: — All Folders — |E|

Customize | Find | View 41| B | 5

L. Run to Run to Run to Add to
Query Name Description Crwner Folder —HTML —Excel }(—I."IL Schedule —Favorites
TN_BAZ219_AETP_FLEX_ENROLLMENTS Public HTML Excel XML Schedule | Favorite
TN_BA219_AETP_INS_ELECTIONS Public HTML Excel XML Schedule | Favorite
TN_BA219_MED_DEN_COVERAGE E‘:t‘;me” Electas ofcovg | p,pjic HTML |Excel XML Schedule | Favorite
TM_BA219_MED_DEN_ELECTIONS MedicalDental Changes | Public HTML Excel XML Schedule  Favorite
TN_BA219_NEW_HIRE_ESS ELaTEEss L Public HTML Excel XML Schedule | Favorite
Submitted
TN_BAZ219_OE_NOT_SUBMITTED OE - Not Submitted Public HTML Excel XML Schedule | Favorite

Runto Runto Run to

uery Hame Description Owner Folder HTML Excel HTML Schedule Remove
TH_BA14Z_TEMP_PRIMARY_MID_DEFP Temp MID as primary for Dep Public HTML |Excel XML |Schedule ;l
TH_BA14Z_TEMP_PRIMARY_MID_EMPL Temp MID as primary for Empl  Public HTML |Excel XML |Schedule ;l

Ll gs24a MED DEN COVERLCE LediDen Elect g af coug date _Eublic =R = {e =T Schadyle (=]
TH_BA313_ADDRESS_CHAMGES Address Changes Public HTMLE Excel ) XML |Schedule ;l

m_ o - = ; FOL

Clear Favorites List 31




TN_BA313 ADDRESS_CHANGES

TN_BA313_ADDRESS_CHAMGES - Address Changes

Effective Date From: Eﬂ
Effective Date To: E‘J

Wiew Results

[ || mp | name | EffDate | Status | Address1 [ Address2 | Address3

Address4 | City | State | Postal |

Last Upd DiTm | by | Description
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A

B

Address Changes

D

E

F

AYDIDIE A

G H J

K

L

M N

o}

1D

NID

Name

|Erf Date | status |Address 1

|address 2| Address a]address 4|city  |State [[Postal

[Last upd DtTm [by

|Description

L=T == T = I R S LS

NMMMMMNR%MM—\—‘—\—\—‘—‘—\—‘—‘—\
00| =~ | R = =R R = T R S T T =

2
2

D0590012)]

3> 456789

White,Bob

12712012 A

2121 Lovelass Drive

Nashville TN

aT217

12772012 14:39 elai1214001  Elaine Johnson
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edlson The State of Tennessee's Enterprnise Resource Planning Solution
Favorites Main Menu > HCM Reporting Tools > HCM Query Viewer

Instructions

My Page Resourc . ELM Finance Procureme To schedule a query, you can o
3 HCM XML Publisher ¢ either select the “Schedule” link
[E] HCM Schedule Query €= in HCM Query Viewer or go |
Query Viewer [E] HCM Query Manager directly to HCM Schedule Query
Enter any information you hz S :g:: giznp:t-.,:l:::.zgrer salues. from the Hrcrilt\aﬂnFjeI?S?rting Tools
*Search By: [5] HCM Process Monitor k . )
Search Advanced Search
Query Name Description Owner  Folder
TH_BA103_CHILD_AGE_26 Child Tax Dep Approaching 26 Public
TH_BA133_AUDIT_OPEN_EMRL_ESS Audit OE Self-Service Changes Public
TH_BAZ01_MNOMN_STATE_SECURITY Security for non-state users Public
TH_BAZ19_AETP_INS_ELECTIOMNS Public
TN_BAZ219_MED_DEM_ELECTIONS Medical/Dental Changes Public
TH_BAZG5_OE_ELECTIONS_IN_ESS OE Self-Service Elections Public
TN_BAZ278_DOUBLE_DED_ARREARS EE’s with double deductions Public
L 70 S N R LA L S 2 R Iy S Rk T
TH_BATA_TERM_BEN_VALIDATIOMN Benefits Term Validation Public
TM_HR78_HCM_SEC_ROLE_BY_EMPLID|Employee Edison Roles Public
TM_HR79_SEC_LSER_DATA_ACCESS DeptlD's an EmpllD can access Public

Clear Favorites List
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) edlson The State of Tennessee's Enterprise Resource Planning Solution

Welcome

Favorites | Main Menu > HCM Reporting Tools > HCM Schedule Query
My Page Resources Payroll HR Benefits TEL EL

Schedule Query

Enter any information you have and click Search. Leave fields blank for a list of all values.

Add a Mew Value

Finance Procurement Logistics Training My Link

I EEE—
Limit the number of results to (up to 300}y 200
Search by: | Run Control ID | | DegINS with|

[ case Sensitive

Search | Advanced Search

Find an Existing Value | Add a Mew Value

Instructions I

~
Click the “Add a New Value”

tab if you have never run this
query

Once you have created the Run
Control ID, you can simply type
the name of the Run Control ID
on this screen and click
\ “Search.” )
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edlson The State of Tennessee's Enterprise Resource Planning Solution Welcome
Favorites { Main Menu > HCM Reporting Tools » HCM Schedule Query

My Page Resources Payroll HR Benefits TEL ELM Finance Procurement Logistics Training My Link

Schedule Query

Eind an Existing Value i
—

Run Control i :D_ouble’DedArrearS
n

Add

{b l Instructions

Create a name for your query

and type it in the Run Control

ID field. Click “Add” after you
name the query.

Find an Existing Yalue | Add a New Value

Note: No spaces allowed.
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edlson The State of Tennessee's Enterpnse Resource Planning Solution Welcome
Favorites { Main Menu > HCM Reporting Tools » HCM Schedule Query

My Page Resources Payroll HR Benefits T8L EL Finance Procurement Logistics Training My Link
7] Me

Schedule Query

Run Control ID:: DoubleDedArmears Report Manager Process Manitor Run

Query HName( [TH_BAZTS Search
@ l Instructions I

Description: <

To see a list of the queries
you can run, type “TN_BA” in
the “Query Name” field and

Field Hame Expression Text click “Search.”

Lipdate Tree Parameters

If you know the query name
or part of the name, you can
type that information in the

= - : field and click “Search”.
[5] save [yAdd 7] UpdateDisplay = | y
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Edlson The State of Tennessee's Enterprise Resource Planning Solution Welcome
Favorites Main Menu > HCM Reporting Tools : HCM Schedule Query

-

My Page Resources Payroll HR Benefits TEL ELM Finance Procurement Logistics Training My Link
] Mer

Scheduled Query Search Page

*Query Type: |Oueries r

Query: TN_BA278 Search

Customize | Find | view A1 | B | ##
TH BAZTE DOUBLE DED ARREARSDEE's with double deductions

Instructions I

Click the link of the query you
would like to schedule to run.

Return
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edlson The State of Tennessee's Enterprise Resource Planning Solution Welcome
Favorites { Main Menu > HCM Reporting Tools » HCM Schedule Query

My Page Resources Payroll HR Benefits TEL ELM Finance Procurement Logistics Training My Link
] Mer

TN_BA278_DOUBLE_DED_ARREARS

Pay Period End Date: |IZI2.-'1E.-'2EI14| )

Ok Cancel

Enter the pay period End date
and Click ok.
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edlson The State of Tennessee's Enterprise Resource Planning Solution Welcome
Favorites { Main Menu > HCM Reporting Tools » HCM Schedule Query

My F'aq.e Resources Payroll HR Benefits T&L ELM Finance Procurement Logistics Training My Linl
] Mer
Schedule Query
Rum Control ID: DoubleDedArrears Eeport Manager Process Monitor Run
&
Query Hame: ITF-J_EF.E?E_DOUELE_DED_P.RREARE Search Instructions
*Description:  [EE’s with double deductions Click “Run” at the top right

pdate Parameters

Prompt Hame Value
PAY_EMND_DT 2014-02-15
(5 save ChAdd | | 5] UpdateiDisplay
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dlson The State of Tennessee's Enterprise Resource Planning Solution Welcome
Favorites { Main Menu > HCM Reporting Tools » HCM Schedule Query

My Page Resources Payroll HR Benefits TEL ELM Finance Procurement Logistics Training My Link
] Mer

Process Scheduler Request

User Il shera0904001 Run Control I DoubleDedArrears
Server Name: =] Run Date: 03/06/2013 El
Recurrence: |E| Run Time:|2:34:3£lF'r-.-1 Resetto Current Date/Time
Time Zone: @,
Select Description Process Hame Process Type Type *Format Distribution
Scheduled Cuery Program PSOUERY Application Engine | Web |E| TAT |E| Distribution
HTH
POF
®L3
XML
XMLP
QK Cancel

Instructions I

The format will default to TXT, but

you can change the query format to

see it as a PDF or an Excel (XLS)
document.

O
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dlson The State of Tennessee's Enterprise Resource Planning Solution Welcome
Favorites { Main Menu > HCM Reporting Tools » HCM Schedule Query

My F'aq.e Resources Payroll HR Benefits T&L ELIA Finance Procurement Logistics Training My Link:
] New W
Schedule Query @
Run Control I DoubleDedArrears Report Manager Process Monitor Run

rocess Instance: 38973666

Query Name: ITF-J_E.-*-.E 78_DOUBLE_DED_ARREARS Search

*Description: |EE s with double deductions

pdate Parameters

Prompt Hame Value
Instructions I
PAY_END_DT 2014-02-15 | <

Make a note of the “Process
Instance” number and then
click the “Report Manager” or
“Process Monitor” (only State
agencies) link at the top

[5] save ChAdd | | 5] UpdateiDisplay
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edlson The State of Tennessee's Enterprise Resource Planning Solution

Welcome
Favorites | Main Menu » HCM Reporting Tools > HCM Schedule Query

- : -

My Page Resources Payroll HR Benefits T&L ELIA

Finance Procurement Logistics Training

' b Server List
e
 View Process Request g —

User ID: @, Type: [=] |Last ] 5 Days ] Refresh

Server: |E| Hame: i, Instance:| to |

Run Distribution Save On Refresh

Status: IE‘ Status: E

Customize oo Ay B 1 4

Select Instance Seq. Process Type :;:ﬁ% User Run Date/Time Run Status Distribufion Details

Status
03/06/2013 2:34:39PM CST Success Pasted Details

374873 Application Engine PSQUERY

l Instructions I

The report may take a minute to run.1
Continue to click the Refresh button
e until the Distribution Status says
“Posted”. Click the “Details” link to
inksee| (=i view the report.

Process List | Server List

The process instance for the report will
appear on the left.

.

PARTNERS
FOR HEALTH

My Linke

] New W

43



. edISOn The State of Tennessee's Enterprise Hesource Planning Solution

Woelcome

Favorites : Main Menu >
- : -

HCM Reporting Tools > HCM Schedule Query

My Page Resources Payroll HR Benefits T8L EL Finance Procurement Logistics Training My Link:
] New W

Process Detail

Instance: 31742873
Mame: PSQUERY

Run 5tatus: Success

Type: Application Engine
Description: Scheduled Query Program

Distribution Status: Fosted

Run Control I

Location:

Server:

» DoubleDedArrears
Sernver

FSUMX

Recurrence;

Date/Mime

Update Process Details

Request Created On;
Run Anytime After;
Began Process At

Ended Process At

QK Canl::eI:

03/06/2013 2:36:25PM CST
03/06/2013 2:34:39PM CST
03/06/2013 2:36:42PM CST
03/06/2013 2:36:58PM CST

Farameters
Message Log
Batch Timings
Wiew LogMTrace

Transfer

Wiew Locks

Instructions

Click the “View Log/Trace” link
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edlson The State of Tennessee's Enterprise Resource Planning Solution Welcome
Favorites { Main Menu > HCM Reporting Tools » HCM Schedule Query

- : -

My Page Resources Payroll HR Benefits TS8L ELIA Finance Procurement Logistics Training | My Link:

g New Window (2

View Log/Trace

ReportlD: 2460466 Process Instance: 3978666 Message Log
Name: F3QUERY Process Type: Application Engine

Run Status: Success

EE's with double deductions

Distribution Node: HRPRD Expiration Date: 04/18/2014
Hame File Size (bytes) Datetime Created
AE PSQUERY 3978666 stdout 289 0311812014 4:50:41.433136PM CDT
Ih_BAZ/e DOUBLE DED ARREARS:- 50 480 031812014 4:50:41433136PM CDT

2978666 xS

Distribution ;e +ribution 1D
fo-uee Instructions

ser shera0904001

Click the second link under

“File List” ending in “.PDF” or
“XLS” to view the Query

The query will openin a
Return separate window.
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TN _BA278 DOUBLE DED ARREARS

!_IIWID—VT\WWH—VTH—VTH—\HHM—V—H—HW—\WW\

N 1/15/2014 ‘00 3000055001 Dental PPDN Assurant Before-Tax 19.84 9.92 Doe Jane 0.Box 1 Mashville 37212-5615
TN 1/15/2014 ‘00 ’3000055001 Dental PPDN Assurant Before-Tax 19.84 9.92 Smith  Diane B P.0.Box 2 Mashville N 37212-5615
TN 1/15/2014 (" 3000055001 Dental PPDN Assurant Before-Tax 19.84 9.92 Genesco Tracy C P.O.Box 3 MNashville ™ 37212-5615
TN 1/15/2014 ‘oo "3000055001 Dental PPDN Assurant Before-Tax 48.34 24.17 Darby  Kevin D P.0O.Box 4 Nashville ™ 37212-5615
TN 1/15/2014 ‘oo 3000055001 Dental PPDN Assurant Before-Tax 35.16 17.58 Faber  Richard E P.0.Box 5 Nashville ™ 37212-5615
TN 1/15/2014 (] '3000055001 Dental PPDN Assurant Before-Tax 48.34 24.17 lett Ashley F P.0.Box 6 Nashville TN 37212-5615
TN 1/15/2014 I'D'De I'3001005501011 Dental PPDN Assurant Before-Tax 48.34 24.17 Castell Lynn G P.O.Box 7 Nashville TN 37212-5615
TN 1/15/2014 I'U'L'k I%L‘lUlL‘lDSSUIUIl Dental PPDN Assurant Before-Tax 40.60 20.00 Sanford William H P.0O.Box 8 Nashville ™ 37212-5615
TN 1/15/2014 ‘00 '3000055001 Dental PPDN Assurant Before-Tax 29.47 19.55 Twitty  Carrie | P.0.Box 9 Mashville N 37212-5615
TN 1/15/2014 ‘00 ’3000055001 Dental PPDN Assurant Before-Tax 41.65 21.05 Lynn Madeline ] P.0. Box 10 Mashville N 37212-5615
TN 1/15/2014 oo '3000055001 Dental PPDN Assurant Before-Tax 35.16 17.58 Reese John K P.0. Box 11 Mashville T 37212-5615
TN 1/15/2014 ‘oo "3000055001 Dental PPDN Assurant Before-Tax 39.10 29.18 Worley Patricia L P.0.Box 12 Nashville ™ 37212-5615
TN 1/15/2014 ‘oo 3000055001 Dental PPDN Assurant Before-Tax 38.42 14.25 Ezzell Fred M P.0. Box 13 Nashville ™ 37212-5615
TN 1/15/2014 (] '3000055001 Dental PPDN Assurant Before-Tax 30.57 6.40 Looney Bonnie N P.0. Box 14 Nashville TN 37212-5615
TN 1/15/2014 I'D'De I'3001005501011 Dental PPDN Assurant Before-Tax 17.58 17.58 Hardin CaryAnn ] P.0. Box 15 Nashville TN 37212-5615
TN 1/15/2014 I'D'De I'300100550@1 Dental PPDN Assurant Before-Tax 9.92 9.92 Pauley Alicia P P.0. Box 16 Nashville ™ 37212-5615
TN 1/15/2014 ‘00 ’3000055001 Dental PPDN Assurant Before-Tax 19.84 9.92 Arnold  Laura Q P.O.Box 17 Mashville TN 37212-5615
TN 1/15/2014 ‘00 ’3000055001 Dental PPDN Assurant Before-Tax 9.92 9.92 Maiden Shane R P.0.Box 17 Mashville N 37212-5615
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Running the Premiums Due
ollections Applied Report

This procedure allows you to run the Premiums Due/Collections
Applied report which shows you all the monthly
deductions/refunds for each employee of your agency
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Welcome

Favgrites MainvMenu
My Pag T Benefits
(3 _Emnlovee Self-Service
Benefits I (0 HCM
= 3 Waorkforce Administration
3 Edeon Support Info HCM  — Ee Eﬁtif orth A
3 Edison Support Info Fsch — ©ay_J [or Horth America
3 Edison Support Info MISC 1 Organizational Developme
view AL A [ PeopleSoft s
3 My Content k
Benefits £
Benefits /et -
% 3 HCM Reporting Tools e
-
(3 ELM Reporting Tools »
[3 FSCM Reporting Tools 4
M 3 My Personalizations 4
Mon-l
1 EHD k
|=] change My Password
[=] My System Praofile

E" Emp
Etmple

E" Benefits Document Upload
Benefitz Document Upload

E" New Employiment Instance
Mesw Emplaymert Instance

E" Update DependentBeneficiar
Update personal profile of employves dependents and beneficiaries.

E" On-Demantd Event Maintenance
Initiate on-demand benefitz evert processing.

ﬁ“ Review BAS Activity
Rewiewy ar delete unprocessed activities and insert manual events.

ﬁ“ Health Benefits
Mairtain employee enrollment in health plans, including dependert
COVEFAQes,

[
3

Mmm 7 0 A T

E

T8L ELM Finance Procurement Logistics Training
3
E" Enroll in Billing
Employee/Dependent Information ne and contact Specify information for biling such as

3

Review Employee Benefits b

Enroll In Benefits b =
, =
3

Review Adjustment Summary
Manage Automated Enrollment Wiew warious charge and payment s
Maintain Primary Johs rigs by national 10,
Reports . = Review Employee Balances
In ce with Providers = Audits — wiew charges, payments grand totals
Admihister COBRA Benefi (3 _Reaulatancand Compliance BT
Benefits Biling [ 1 Contributions and Deduct o _
New Employment Instznc (3 PargiMgtion [=] Benefit Cuntnhutl?n Reg|5t.er .
Benefits Document Uploa [=] TN APbroaching 64 r 11 5] PI Beneﬁt.Deductln.ns Register ::i::
Non-Payroll New Hire [=] TN Retire Dental COBRA - ._] TN Collections Applied '
Non-Payroll Job Data |E}TH Prem Due/Collect App Deduct

[=] TH Englfyent and Collections
i e ey e reeee ey o partic

Instructions

Click on the “HCM” link on
the “Main Menu”. Then
from the “HCM” menu click
on the “Benefits” link. From
the “Benefits” menu, click
on the “Reports” link. From
the “Reports” menu, click
on the “Contributions and
Deductions” link. Click the
“TN Prem Due/Collect App

\ Deduct” link.
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Home

dlson The State of Tennessee's Enterprise Resource Planning Solution Welcome

Fa*.fuvriterMainvMenu > H(‘:rM 5 Benveﬁts > Rep‘uprt5 > Cnntributinnsavnd Deductions > TN Prem Due/Collect App Deduct

My Page Resources Benefits ELM Training

TN Prem Due/Collect App Deduct

Enter any information you have and click Search. Leave fields blank for a list of all values.
Add a New Value

Limitthe number of results to (up to g:g}: 300

Search by: Run Control ID begins with|

[ case Sensitive

Search | Advanced Search ; Instructions I

~
Click the “Add a New Value”
Find an Existing Value | Add a New Value tab if you have never run this
report

Once you have created the Run

Control ID, you can simply type

the name of the Run Control ID
on this screen and click

\ “Search.” )
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ce Planning Solution

Contributions and Deductions : THN Prem Due/Collect App Deduct

Fawlr'rtES i MainvMenu » HCM 3 Benefits > Reports >

My Page Resources Benefits ELM Training

TN Prem Due/Collect App Deduct

Find an Existing Value ]
e —

Run Control IO: |Name_nf_th e_Repo rﬂ

Add

Find an Existing Walue | Add

Jew Value
l Instructions I

~
Create a name for your report

and type it in the Run Control
ID field. You can name it
anything you like, except you
cannot have any spaces in
the name of your report or
you will receive an error later
in the process.

I\

Click “Add”
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urce Planning Solufion

Favorites Main Menu > Reports > Contributions and Deductions > TH Prem Due/Collect App Deduct
My Page Resources Benefits ELM Training
Rum Control I~ nMame_of_the Report Fepart Manager Process Monitor i

pepartment( | 2

O

) OnCycle ) Off-Cycle i) Both

Pay RunID | Y L Instructions I

<

Click on the spy glass to
select your department
number

This is a number provided by
Benefits Administration to your
agency.

[F] save [ELs add | | 5] update/Display
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se Resource Planning Solution

Favorites Main Menu > HCM Benefits > Reports > Contributions and Deductions > TN Prem Due/Collect App Deduct
My Page Resources Benefits ELM Training
Run Control I~ Mame_of_the_Report Report Manager Process Monitor i

Department (9123400000 @,

) On-Cycle ) Off-Cycle \_ ) Both

Pay Run 1D Ii£D

Instructions
Click “Both”

[5] save [ Add | | 5| Update/Display
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Favn:‘ul['rtes MainvMenu » HCM > Benefits > Reports :» Contributions and Deductions > TM Prem DuefCollect App Deduckt
My Page Resources Benefits ELM Training
Runm Control I~ Mame_of_the_Report Report Manager Process Monitor S
Department (9123400000 &,
) OnCycle ) Off-Cycle @ Both
Pay Run 1D (] % Instructions I
Click the magnifying glass to
the right of the Pay Run ID
field to select the month you
wish to see
[5] save [Eb Add | | 5] Update/Display
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f'“ J edlSOﬂJ The State of Tennessee's Enterprise Resource Planning Solution Welc
Favarites Main Menu > HCM Benefits > Reports » Contributions and Deductions > TH Prem Due/Collect App Deduct

My Page = Resources | Benefits | ELM | Training |

Look Up | %]

Look Up Pay Run ID

Search by: PayRun ID begins with |12

| Look Up | | Cancel | Advanced Lookup

The Pay Run ID has a specific

format. The first two digits are
the year, followed by NP for

“non-payroll”, followed by two
digits for the month and two
digits for the last day of the

previous month.
Click the date you wish to see

In this example we want to see
the deductions taken from
active employees for coverage
during the month of February
2012 so we select 12NP0131.
These deductions will be pulled
via ACH from the agency’s
account on 2/15/2012.




Favorites Main Menu > HCM > Benefits > Reports » Contributions and Deductions > THN Prem Due/Collect App Deduct
My Page Resources Benefits ELM Training
Run Control 10 Mame_of_the_Report Eeport Manager Process Monitor Run
Department (9123400000 &,
= On-Cycle ) Off-Cycle @ Both
Instructions
Pay RunID [12NP0131] @,
Click “Run” at the top right
[5] save Es Add | | 57| Update/Display
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: edISC'n The State of Tennessee's Enterprise

MainTMenu » HCM > Benefits > Reports » Contributions and Deductions > TN Prem Due/Collect App Deduct
- -

-

Favorites !
- :

My Page Resources Benefits ELM Training

Process Scheduler Request

User ID: Run Control ID: Name of the Report
Server Name: LRSS T Run Date:lDSH 1/2013 ol
Recurrence: - Run Time: | 1:18:32PM Reset to Current Date/Time
Time Zone: -,
Process List
Select Description Process Name Process Type *Type *Format Distribution
TN Prem Due/Collect App Deduct TH_BA138 SQAR Report Web -~ PDF = Distribution
oK Cancel
~

You can change the report
format on this screen if you
wish to see it as an Excel
document. Otherwise, to see

it as a PDF click “OK”
\ J

E’_l Save |
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E‘;dISOﬂ The State of Tennessee's se Resource Planning Solution

Favorites Main Menu > HCM > Benefits > Reports > Contributions and Deductions > TH Prem Due/Collect App Deduct
My Page Resources Benefits ELM Training
Run Control I~ Mame_of_the_Report Feport Manager) Process Monitor il

{b @cess Instance: 3176568

Department [9123400000] @,

) On-Cycle @) Offi-Cycle @ Both "
Instructions

Make a note of the “Process

Instance” number and then

click the “Report Manager”
link at the top

Pay Run ID |[12NPD131 @&

[F] sawe | [* Returnto Search L4 Add
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Favqrr'rtes Mainvl'u'lenu » HCM > Benefits > Reports » Contributions and Deductions > TM Prem Due/Collect App Deduct
: - - -

-

My Page Resources Benefits ELM Training

m Explorer Administration Archives

e L —————_A— —
Folder: - Instance: | to: | - Refresh
Hame: | Created On: | [ Last @ - Ii‘l Drays -
Customize | Find | view 2 | B | #E  Firet BN g ora D gat
Report Report Description Folder Name g;—tr:% EFEM ﬁlﬁ
1 Report
L Instructions
Go backto T Prem Due/Collect App Deduct The report will run and when
[E save | it is ready, it will be visible by
List | Explorer | Administration | Archives clicking the “Refresh” button

The report generally only takes
a minute or two to run.
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Favorites = Main Menu > HCM

Contributions and Deductions > TM Prem Due/Collect App Deduckt
My Page Respources Benefits

Training

m Explorer Administration Archives

View Reports For
Folder: - Instance: | to: | Refresh
Name:| Created Dn:| 3 Last - 1 Days -
First Bl 1.5 of 5 L4 | ast
Rerzcat Report Description Folder Name [Cf—mm.mﬂ EER Process Instance
—— — ate/Time 1D —_
TN PREM DUE/COLLECT APP
NTN_BA138 DEDUCT General 031113 G2 -?1?8??
Instructions
~
Click the “TN_BA138” link
The process instance for the
report will appear on the right.
138 is just the number that
Edison uses to refer to the
“Premiums Due / Collections
Applied” report.
5o back to TN Prem Due/Collect App Deduct \ J

List | Explorer | Administration | Archives
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Favorites Main Menu > HEM > 1 Reports Contributions and Deductions > TN Prem DuefCollect App Deduct

- -
My Page Resources Benefits EL Training
Report ID: 1907468 Process Instance: 3173771 Message Log
Name: TH_BA138 Process Type: SQR Report

Run Status: Success

THN Prem Due/Collect App Deduct
Distribution Details

Distribution Mode: hrist Expiration Date: 04/11/2013
Name File Size (bytes) Datetime Created
SQR_IN BAI2R 3178771 log 1,683 031172013 2:12:50.366223PM CDT
tn bal138,.3178771.PDF 10,849 031172013 2:12:50.366223PM CDT
tn_bal .:-&43 rrer. . out o84 031172013 2:12:50.366223PM CDT
Distribute To
Distribution ID Type *Distribution 1D

User
Instructions I
F ~

Click the second link under
“File List” ending in “.PDF” to
view the report

The report will open in a
separate window.
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State of Tennessse Page: 1

Department : Braminme e Renort Fun Date 11-MAR-2013
Position Number: for February 2012 Coverage Run Time 02:12:35.000000 BM
Last 4 of Flan Benefit Benefit Plam Coverage ~Coverage Level Employer Enployee Total Employee
B3N Emplid Hame Type Flan Description Lawvel Description Emount Amcunt Amcount Count
200 0a ot Medical PPOW1E Standard PPO BCES East B Single D.00 663 .85 663 .65
R oo 2000 Vision WISEXP Vieion Expanded R Single 0.00 5.73 5.73
2o oo O Medical PPOV1E Standard PPO BCES East B Si:'lg.':e 0.00 663 .85 G663 .BE
200 0o oo Medical PPOW1E Standard PPO BCES East A Si!'l':_r:E 0.00 663 .85 663 .BE
oK oo o s d Dental POON Delta Preferred R single 0.00 20_46 20.46
X000 0o 200K Vision WISEXP WVision Expanded R single D.00 5.73 5.73
oA 0o O Medical PPPV1E Partnership PPO BCES East A Eingle 0.00 638 .85 638.B5
O oo e Dental PDON Delta Preferred A Single 0.00 2046 20.45
e i1} WO Vision WISEXP Vieion Expanded Y Single 0.00 5.73 5.73
O oo WO Medical PPPV1E Partnership PPO BCES East A Eingle 0.00 638 .85 638.B5
WK (i]1] WO Dental PDON Delta Preferred B Single 0.00 20.46 20.46
e d i1} R Wision WISEXP Wision Expanded Y Eingle 0.00 5.73 5.73
Position Totals: 0.00 15,130.53 15,130.53 24
l Notes l Instructions I
. o . )
If you run the report for a date in the past it will be titled The report shows the
“Collections Applied” at the top. In this case, it was run for individual deductions for
a future date so it is titled “Premiums Due.” The Premiums each employee. The total
Due report is an estimate whereas the Collections Applied amount that will be charged
report shows what BA will actually pull from your agency. to your agency is on the last
The changeover date is usually one of the first few working page. Any refund will show
days of the month and is listed on the calendar on the ABC as a minus sign before the
website: http://www.tn.gov/finance/ins/abc.html amount.
. J
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http://www.tn.gov/finance/ins/abc.html

- Home
ﬁ ed]SOﬂ The State of Tennessee's Enterprise Resource Planning Solution Welcome

Favorites “\Main Menu
- w

My Page Benefits

Edisoxglews Alerts My Compensation History My Reports

&ty W-2Forms

= _—"I Update Dependent/iBeneficiary Report Folder
s o = W-2s have been mailed! Please click the — Update personal profile of employes dependents and
T link for mare information, beneficiaries. TN BAT3E General
[IMPORTANT] Changes to 401K & 457 @
Effective February 1, 2013

401(k) & 457 Deferred Compensation plan

changes can no longer be made through " Heport Manager
Edison. ! Instructions I

Business Solutions Delivery training courses

<
Business Solutions Delivery classes are now available for An alternative way to view the
Fnr;gurrl_lnrr;igain Edison ELM! Please click the link for more report is to click on the “My

Page” tab at the top left. This

Message from Edison Management
g . takes you to the page you see

" Edison Travel Tips! when you first login to Edison.

*  Important Information about the Travel Module L( <

*  Edison Security Update The reports you have run will
Mare, appear in the “My Reports”

section at the top right. Just
click the link to “TN_BA138” to

Edison Maintenance Alerts view the report.

FleetFocus Upgrade - PLANNED \. J
SYSTEM OUTAGE

9,
K Flease be advised: Effective Friday, February

1ath at & pm (central time), the FleetFocus
system will be unawvailable in order to perform
a planned system upgrade. Click here far
maore information.

YWawe All Aricles and Sections
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Home

Welcome

Fa\rc;['rteséMainvMenu i HgM b Benveﬁts i Repvurts s Contributionszlnd Deducktions > TN Prem Due/Collect App Deduct
My Page Resources Benefits ELM Training

Report ID: 1907468 Process Instance: 3178771 Message Log

MName: THN_BA138 Process Type: SR Report

Run Status: Success

TH Prem Due/Collect App Deduct
Distribution Details

Distribution Node: hrist Expiration Date: 04/11/2013
File List
Name File Size [(bytes) Datetime Created
SQR F8771. 1o 1,683 03M11/2013 2:12:50.366223PM CDT
-in _bal38 3178771.PD 10,849 03M11/2013 2:12:50.366223PM CDT

tn ba138 3{MB771.out 984 03112013 2:12:50.366223PM CDT

Distribution ID Type *Distribution 1D

User

L Instructions ]

<
Click the second link under
“File List” ending in “.PDF” to
view the report

The report will open in a
separate window.
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External Agency Calendar

» Collections Applied Report — shows the amount to be
pulled from agency bank account (ACH) on 15" of
current month

» Premiums Due Report — shows an estimated amount to
be pulled from agency bank account (ACH) on 15t of
the next month

PARTNERS
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External Agency Calendar

2013

Monday Tuesday Wednesday Thursday Friday Saturday
Dec 30 Dec 31 1 2 4 3
HOLIDAY No Changes in "Job Data”ff [LE/LG/TBR Collections
New Year's Day in Edison Applied report can be run
(Observed) for January coverage
6 7 8 9 10 11 12
LE/LG/TBR Premiums Due
report can be run for
February coverage
13 14 5 16 17 18 19
oon cutoff for enrollment
paperwork with February
effective dates - Central
State agencies
20 22 23 25 26
LE/LG/TBR - Updated Noon cutoff for enrollment
Premiums Due Report can paperwork with February
be run for February effective dates -
LE/LG/UTITBR agencies
27 28 29 30 kY Feb 01

——
LE/LGITBR - Updated

Premiums Due Report can
be run for February

65




Remedy

% Benefits Administration uses remedy to track all of our phone calls and
emails we receive.

«* When BA receives a call or an emall, a ticket/incident will need to be
created.

 If the analyst can resolve the issue, the incident will need to be listed
as resolved in remedy.

 If the issue can not be resolved while the analyst is on the phone, the
incident will be sent to the BA service desk to be issued to the
appropriate department that can answer the question or resolve the

issue.
% BA strives to resolve the issue within 36 hours or less.
s Some examples of issues: billing questions, enrollment delays, eligibility

guestions, and/or general questions.
PARTNERS
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Remedy - ABC Web Page

“* Remedy web link: http://myremedy.tn.gov

@ " OFFICE FOR INFORMATION RESOURCES
SERVICE CENTER

Log into Remedy using your
Edison User ID (in lower
case). Use the password
“remedy” (in lower case)
unless you were issued a

password through the
remedy team.

Do not enter your Edison ID

it Time User Information Reports. Training and FAQ's
number.

(all digits beginning with a 00) REMEDY LOGIN

User Name bobs0405001
Password [



http://remedy.tn.gov/

BMC Service Request Management Un 2-%- 9

Welcome,

Request Service 'M‘p‘ Requests

Show | Open and draft requests j Q=

1-10f1
All Categories
Benefits Incident
Benefits Administration Request ID:  REQOO00O0000610
Submitted: 4{12/2013 3:14:01 FM
H New Category Far:
Status: Submitted

> OIR Services . .
Request Again | Cancel | Details

Available Reguests
Benefits Incident
Benefits Incident

j Description:
b & Benefits Incident

A

“ 74 Add to Favorites : |5 Request Nmrll

Instructions

Click “Request Now”




BMC Service Request Management Ba 2-% 8

Welcome. Rilda Anderson

’MyRequwls e
2 ’ (::' Popular |!§ M) Show |Qpenanddraftnequests j ( @

Your information
will appear here

Requested By | John Doe Phone |1515 741-3590

Requested For |, John Doe Email ;John.Doe@tn.gov

|

Quantity |1 B

&
Attachments: O Instructions

Agency Name" Enter your Agency
Select Classification* Name

Select Category*
Select Service'
HOC Edison Employee ID*

Enter HOC Edison Employee 1D if reporting 3 member issue, Otherwise, use your Edison Employee
iD.
HOC Employee Name"

HOC Employee Email Address* % All fields with

Employee Status® an asterisk are

ABC Phone Number"* required
Format: 000-000-0000

ABC Email Address*
Detailed Description”’

Provide details of the incident

Summary | Save As Draft




BMC Service Request Management Ba 2-%- 8

My Requests

Phone  [*1-615-741-3590

PO mome Requested For  John Doe Emzil ' John.Doe@tn.gov-

Attachments: I
ttachments Q Instructions

Agency Name™*
Select Classification™ Select the correct

classification based
on your agency

Select Category™ State

Select Service* Local Education
Local Government option that starts with Transfer as these options are used internally by
UT/TBR nly.

ik v

RET LE
Lo roe casson oopeoyee 1D if reporting @ member issue. Otherwise, use your Edison Employes
ID.

HOC Edison Employee ID*

HOC Employee Name™
HOC Employee Email Address
Employee Status™

ABC Phone Number*
Format: 000-000-0000
ABC Email Address™

Detailed Description™

Provide details of the incident

Submit




BMC Service Request Management

" Benefits Incident

Request Se

Requested By iilohn Doe

begeany

[ Requested For Fjohn Doe

Available Req A cy Name*
Select Classification™
Select Category™

Select Service™

HOC Edison Employee ID*

HOC Employee Name™
HOC Employee Email Address
Employee Status™®

ABC Phone Number*

ABC Email Address™
Detailed Description™

John.Doe@tn.gov
iy ||

Instructions I

Select the category that
v best describes the

- — Llssue you will submit in

the ticket

~

option that starts with Transfer as these options are ussd internally by
nly.

v ¥ee ID if reporting @ member issue. Otherwise, use your Edison Employee

Format: 000-000-0000

Provide details of the incident




r =
BMC Service R —

Requested By [John Doe 1-615-741-3590

T Requested For | John Doe john.Doe@tn.gov

- e Q
ments: .
Instructions

New! Agency Name™

pvailable Requ i L T R Select the Service that

best describes the
Select Category™* issue you will submit in
T the ticket

STH Prescription with Transfer as these options are used internally by
~

STH Waiver/Refusad Coverags

STH Certificate of Coverage 3 a member issue. Otherwise, use your Edison Employes
STH Eligibiilty Question

" v
HOC Employee Name STH Enrollment Error

HOC Edison Employee ID*

HCC Employee Email Address
Employee Status™

ABC Phone Number®
Format: 000-000-0000
ABC Email Address™

Detailed Description™

Provide details of the incident




BMC Service Request Management
" Benefits Incident

Request Sen ReauestedBy |lohn Doe 1-615-741-3590

: Requested For | John Doe John.Doe@tn.gov

Available Reqg
Select Classification™ ; -

Select Category™ -

Select Service™ 5TH Enroliment Error x| +
Please do not select any option that starts with Transfer as these options are used internally by
Benefits Administration only.

HOC Edison Employee ID*
Enter HOC Edison Employee ID if reporting a member issue. Otherwise, use your Edison Employee
1D.

HOC Employee Name* I Instructions I

HOC Employee Email Address

| tus*

Employee Status ( Enter the Employee’s

ABC Phone Number® Edison ID number,
Format: 000-000-0000 Employee Name,

ABC Email Address* Employee Status

Detailed Description™

ABC Phone Number,
ABC Email
Provide details of the incident
\_ y,

Save As Draft Submit |

A




BMC Service Request Management
" Benefits Incident

Request Requested By IJohn Doe

1-615-741-3590

{ Requested For l—ohn Doe

' Agency Name™
Select Classification™

Select Category™

Select Service™

HOC Edison Employee ID*

HOC Employee Name™
HOC Employee Email Address
Employee Status™

ABC Phone Number®

ABC Email Address™
Detailed Description™

John.Doe@tn.gov

HOC ¥

STH Enrollment Errof x |
Please do not select any option that starts with Transfer as these options are used internally by
Benefits Administration only.

Enter HOC Edison Employee 1D if reporting a member issue. Otherwise, use your Edison Employse
ID.

l Instructions I

Format: 00C-000-0000

Enter a Detailed
Description of the issue

Provide details of the incident

Submit ]

A



BMC Service Request Management

Request Serv

Benefits Incident

Requested By Ilohn Doe

1-615-741-3590

{ Requested For [I)hn Doe

Available Reqg

Agency Name™*
Select Classification™

Select Category™

Select Service™

HOC Edison Employee ID*

HOC Employee Name™
HOC Employee Email Address
Employee Status™

ABC Phone Number®

ABC Email Address™
Detailed Description™

HOC ¥
5TH Enrollment Error x | «

John.Doe@tn.gov

Please do not select any option that starts with Transfer as these options are used internally by

Benefits Administration only.
00123456

Enter HOC Edison Employee 1D if reporting a member issue. Otherwise, use your Edison Employse

1D.

Jane Lane

Active

615-741-0000
Format: 00C-000-0000
jane.lane@tn.gov

Detailed Description

Provide details of the incident

l Instructions I

When finished, click on
the SUBMIT button

Submit ]

v



BMC Service Request Management

Request Service

'\/ . . = Popular [ Browse
— Instructions :

All Categories

All of your open and draft

et Benefits Administration . .
requests will be listed here.

- New Category
o DIR Services

Available Requests

Benefits Incident .

Benefits Incident

j Description:
e ) Benefits Incident

A

“ ¢4 Add fo Favorites | |5y Request Mow

LR AR A Sbmesofvare 4

Welcome,

'M‘y Requests

Show | Cpen and draft requests j Q¥

1-10of1

Benefits Incident

Request ID:  REQOODODOOOOO&10
Submitted: 412/2013 3:14:01 PM
For:

Status: Submitted

Request Again | Cancel | Details

To view a more detailed activity
log, click the DETAILS button.




BMC Service Request Management 7% 8

Welcome,

Req pet Sorviro

C

Request Details

Draft Waiting Approval ( Initiated

General Information

Request Status: Initiated Activity Log

To: REQO0000000061D 41272013 4:21:12 PM ; ciicens cuveswannt (3004198)

Title: Benefits Incident
Quantity: 1 71Thi5 is another test. To see the notes.

Submit Date: 4/12{2013 3:14:01 PM 4/12/2013 4:18:36 PM & cooeees o2 (3004098)
Requested By: This is a test.kjjj

Requested For:

Company: Fas Benefits Administration
Phone: 1865 329-3399

Emiail:

The notes will be listed
in the Activity Log.

=type your activity log text here=

=File Mame:=

Request Again Cancel Request | Close |




Hiring a New Employee

\Vho Does Not Have an Existing Edison Employee ID

If a new employee has never been employed by an
agency who participates in the State Plan, then they
should not have an existing Edison employee ID.
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Home Sian out

The State of Tennessee's Enterprise Resource Planning Solution Welcome A _

Favorites : Main Menu

My Page Benefits My Links Select One: -
j
Benefits News Alen® Workforce Administration Benefits Billing
[(IMPORTANT] Changes to 401K & === Modify a Person === Enroll in Billing
457 Effective February 1, 2013 S Modify a person's basic information, such as S specify information for billing such as plan type
401(k) & 457 Deferred Compensation name and contact information. and calculation factors.

plan changes can no longer be made

through Edison.

Review Adjustment Summary

Yiew various charge and payment adjustments.

View All Articles and Sections === Search by National ID

S Seditiriorparaenmerdr dependents or
benefmane{t’}r national 1D.

Benefits Administration

Review Employee Balances
Yiew charges, payments grand totals
associated with an individual employee.

=== Non-Payroll New Hire
“—! Maon-Payroll Mew Hire

=== Non-Payroll Job Data L Instructions I

S Mon-Payroll Job Data B

Request Hold/Alternate Address

To begin the process of ~— ldentify alternate address information; place a
adding a new hire to Edison, hold on the bill or statement.
=== Employee Profile Page click on the “Search by
“— Employee Profile P P IEH . .
mployee Profile Page Natlor!al“ID Iln!( f:"om the === Review Payment/Details
main “Benefits” tab " Review the payment history for participants.

=== Benefits Document Upload
“— Benefits Document Upload

This first step is important as it
allows you to find out whether or
not the employee has an

= Update Dependent/Beneficiary existing employee ID in Edison.
S Update personal profile of employee . S
dependents and beneficiaries.

E"‘ Health Benefits
S Maintain employee enrollment in health plans,
including dependent coverages. 79



The State of Tennessee's Enterprise Resource Planning Solution | Sign out

Favorites = Main Menu > HCM > Workforce Administration » Personal Information > Biographical » Search by National ID

My Page Benefits My Links Select One: [ =]
g New Window (2) Help ,_--;I Customize Page [ http

National 1D: 123455?89'

Search in: *'&'JA - Search...
W &1 3 pro K qorq D
HID as Stored Empl ID Hame Country Hational ID Type
Instructions I X
N . 1] ’
Click within the National ID Then click “Search
=] Maotify field and enter the Social if hit “Enter”
Security Number for the you hilt “=nter on your
employee you are about to keyboard instead, the system
hire. (National ID is the same won't process your request. You
as Social Security Number) have to click “Search” from this
L screen. )

Always search for the employee
by SSN before beginning the
hiring process, even if you think
they have never been entered
into Edison before. This is to
prevent duplicate accounts from
being created for an employee.
. v,
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FORHEALTH «




The State of Tennessee's Enterprise Resource Planning Solution : Sign out

_ EdISOFI Welcome _

Favorites ~ Main Menu_» HCM > Workforce Administration > Personal Information >  Biographical > Search by National ID

My Page Benefits My Links Select One: [ =]

O

£ New Window '__;_.'Help m'CuatnmizePage Tl hitp

Mational ID: |123455?59

Search in: Employees / Contingents { POl - Search...

HID as Stored Empl ID Hame Country Hational ID Type

Mo matching values were found. .
l Instructions

Eluhiolt If no matching values are
found, then click on
“Benefits” tab to start the
process of adding the
employee to Edison
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Sign out

The State of Tennessee's Enterprise Resource Planning Solution Welcome | _

Favorites : Main Menu

My Page Benefits My Links Select One: -

Workforce Administration Benefits Billing

Benefits News Alerts

%P;RT‘H_‘H“FET"“ES 1‘“;:}{:13“ & == Modify a Person === Enroll in Billing
ective February 1. . S Maodify a person's basic information, such as L Spem’ry information for billing such as plan type
401(k) & 457 Deferred Compensation name and contact information. and calculation factors.
plan changes can no longer be made
through Edison.
View All Aticles and Sections === Search by National ID === Review Adjustment Summary
=1 Search for personnel or dependents or S Wiewwvarious charge and payment adjustments.
_ . i beneficiaries by national ID.
Benefits Administration !
== Non-Payroll New Hire 5= | Review Employee Balances
— on-Payvrall Mew Hirs “— View charges, payments grand totals
associated with an individual employee.
=== Non-Payroll Job Data
_ N JDn—F'a'y":DII Job Data === Request Hold/Alternate Address
Instructions S |dentify alternate address information; place a
hold on the bill or statement.
— Emplwee Profile Paqe CliCk “NOI"I-Paer" NeW Hire”
“— Employee Profile Page . .
— - === Review Payment/Details

S Review the payment history for participants.

=== Benefits Document Upload
“— Benefits Document Upload

=== Update Dependent/Beneficiary
S Update personal profile of employee
dependents and beneficiaries.

E"‘ Health Benefits
S Maintain employee enrollment in health plans,
including dependent coverages. 82



The State of Tennessee's Enterprise Resource Planning Solution S

My Page Benefits My Links Select One: [ =]

Favorites - Main Menu > HCM > Benefits » Non-Payroll New Hire

2 New Window | j' Help :1http

MNon-Payroll New Hire

Empl 1D:

Add

The Person ID field should auto
populate with the word “NEW.”

Click ADD
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on-Payroll New Hire Page sl

Personal Information *Effective Date: 03/08/2013 31
*Effective Date: |03/08/2013 [ . Action [ Reason: HIR -
eeive Tate The required
ey e fields are noted *Position Number: Q r )
with an asterisk. The department and
*First Name: | Regulatory Region: position numbers are
specific to your
Middle Name: | Company: Agency. The
Business Unit: department & position
Last Name: | numbers are issued by
Department: the Edison Team.

‘ L tion: \ ~
( Biographical Information ocation:
~N—— -

*Empl Class: -
*Date of Birth: Bl

*Gender: -

*Marital Status: - *As of: 03/08/2013 |[3)

*National ID: |

“Vision Offered ' Yes © No

*Compensation Rate: |U.UUUUUU

| Submit and Add Next |

P e
‘ Address Information
N ————

There are four sections to the Non-Payroll New Hire

“Address 1: | Page that need to be entered. They are: Name

Information, Biographical Information, Address
Information, and Job Information.

Address 2: |

Address 3: |

*City: | *State: | Q. *Postal;

*County: | @,

PARTNERS
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*Effective Date: |03/08/2013 |3 .
IR the current date. Leave this
date as is unless the effective

*First Name:

Middle Name:

*Last Name:

*Date of Birth: 5]

*Gender: -

*Marital Status: - *As of:

*National ID:

*Address 1:

Address 2:

Address 3:

*City: *State:

*County: =

*Home Phone:

Instructions

When the page appears, this
effective date will appear as

date is in the past. If the
effective date is in the past
use the job effective date.

7

Enter all the employee’s
personal information. (Name r N
Information, Biographical This Effective Date will also
information, & Address default to the current date.
\_ Information) ) Enter the eligibility date of
the employee here. Benefits

will start the first day of the

*Effective Date: 04/01/2013 |31 .
seive T following month of the

03/08/2013 |[5 . Effective Date listed here.
" Action [ Reason: HIR
\ If your agency has a
*Position Number: 2 probationary period, the date
should be the first of the
Regulatory Region: month prior to the start of
benefits for the employee.
Company:
Business Unit: The easiest way to change the
date is to click the calendar icon
Department to the right of the field.
Location: k J
“ "Postal: *Empl Class: v
*Vision Offered © Yes O No

*Compensation Rate: [0.000000

85

Submit and Add Next



Personal Information

Instructions

. Select
Effective Date: (031052013 4 “X-Benefits Employee Hire” in
the Reason field under Job
Information
*First Name: |
_ | Click on the spy glass
Middle Name: to retrieve the correct S
X Position Number.
Last Name: | *Effective Date: 04/01/2013 |34
The Region, Company,
. . [ Reason: HIR -
Business Unit, | X-Benefits Employee Hire
i - ¥-Benefits Higher Educ Empl
. Depar_tment, and_ Location “Position Number: Q, penetis Haner b
*Date of Birth: Y will automatlcally ¥-Benefits Retiree Hire
~Gender: . pOpU|ate_ Regulatory Region:
. Company:
*Marital Status: - *As of: 03/08/2013 |[=]
Business Unit: Select the employee
*National ID: | class from this drop
Department: down bOX.
Location:
Employee class codes
*Address1: | Empl Class: v are located on page
*Vision Offered ©'Yes (O No 12,
Address 2: |
*Compensation Rate: |U.UUUUUU
Address 3: |
~ Submit and Add Next
*City: | *State: L, *Postal:
*County: | @

| PARMNERS
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Employee Class Codes

Local Education

Employee Type With Dental Without Dental
Teachers TEA TEN
Support Staff TEO TON

Local Government

Employee Type With Dental Without Dental
Premium LVL 1 GAl ND1
Premium LVL 2 GA2 ND2
Premium LVL 3 GA3 ND3

¥ University of Tennessee will always select UTN
¥ All other Higher Educations will select TBR
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TN NP Mew Hire

Personal Information

*Effective Date: |03/08/2013 3

*First Name: |

Middle Name: |

*Last Name: |

Biographical Information
*Date of Birth: [+

*Gender: -

*Marital Status: - *As of:

03/08/2013 |[3)

*National ID: |

Address Information

*Address 1: |

Address 2: |

Address 3: |

*City: | *State: | Q. *Postal;

| Q

*County:

*Home Phone: |

Job Information

*Effective Date: 04/01/2013 31
Action [ Reason: HIR
*Position Number: | @,

Regulatory Region:

Company:

Business Unit:

h Instructions

For LE & LG, select Yes or No
depending whether state

vision is offered to Employees

Higher Education always

Department:
select Yes.
Location:
*Empl Class: -
*Vision Offered © Yes O HNo
*Compensation Rate: |U.UUUUUU
Submit and Add Next

Compensation rate defaults
to $50,000 for LE & LG.

For Higher Education, the
life insurance coverage and
premium rate is determined

by this information. Enter

the correct annual
compensation rate.

When finished, click
on the SUBMIT AND
ADD NEXT button.

PARTNERS

FOR HEALTH
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J The State of Tennessee's Enterprise Resource Planning Solution

(<] edison

Favorites - Main Menu > HCM > Benefits > Non-Payroll New Hire
b H b b b
My Page = Benefits My Links Select One: [ =]

Welcome

The employee’s Edison ID
number will populate in this
pop up box. Document this

number for your records.

Message

Emplid 00409859 has been added. {27000,9)

% Make sure the pop up blockers are turned off.

PARTNERS

FOR HEALTH &




Hiring a New Employee

Who Has An Existing Edison Employee ID

If an employee has worked for another agency participating in
the State Plan, then he or she may have an existing Edison
Employee ID.

PARTNERS
FORHEALTH o




Home Sian out

The State of Tennessee's Enterprise Resource Planning Solution Welcome A _

Favorites : Main Menu

My Page Benefits

Benefits News Ale \b‘ Workforce Administration Benefits Billing

My Links Select One: -

[IMPORTANT] Changes to 401K & === Modify a Person === Enroll in Billing
451 Effective February 1. 2013 . —| Wodify a person’s basicinformation, such as S specify information for billing such as plan type
401(k) & 457 Deferred Compensation name and contact information. and calculation factors.

plan changes can no longer be made

through Edison.

Review Adjustment Summary

Yiew various charge and payment adjustments.

===3 Search by National ID

Sl Search for pgrsonnel or dependents or
benentian vranonal [0,

View All Aticles and Sections

Benefits Administration

=0 Non-Payroll New Hire Review Employee Balances
Yiew charges, payments grand totals

A Non-Payroll Mew Hire : _ HEIE
associated with an individual employee.

=== Non-Payroll Job Data c
| — NDI’I—PE}":D” Joh Dats Instructions I === Request Hold/Alternate Address
S S |dentify alternate address information; place a
To begin the process of hold on the bill or statement.
=== Employee Profile Page adding a new hire to Edison,
- H [13
Employee Profile Page click on the “Search by = Review Payment/Details

. -
National ID” link from the S Review the payment history for participants.

main “Benefits” tab
=== Benefits Document Upload

“— Benefits Document Upload

This first step is important as it
allows you to find out whether or

===3 Update Dependent/Beneficiary not the employee has an
S Update personal profile of employee existing record in Edison.
dependents and beneficiaries. G Y

E"‘ Health Benefits
S Maintain employee enrollment in health plans,
including dependent coverages. 91



edison

Benefits

L |
= HCK
H warkforce Administration
E Personal Infarmation
= Biographical
— Add a Person

— Search by Mational
D

— Home Address
Report
® organizational
Relaticnships
H Fersonal
Relaticnships
— Add a Person
— Madify a Persaon
® Job Infermation
B Labor administration
# Benefits
B Payrall for Maorth America
® Edizon Support Infermation
® Edison Documents
® Edizon Infermation
® Edizon Training Info
H My Content
® warklist
B HCW Reporting Tools
— ichange My Passward
— My Personalizations
— My System Profile

/ Search by National ID

The State of Tennessee's Enterprise Resource Flanning So

My Links | Select One:

D Search

Gol Home|Waorklist|Sign out (closes wi

Welcome

New Window | Help | Customize Page | ne,

Hational D

9990%34

=

Search... J
Lookup by NID vi

Search in:

HID as stored EmpllD

‘ Instructions

Click within the National ID
field and enter the Social
Security Number for the

employee you are about to

hire. (National ID is the same
as Social Security Number.)

Country

[=] Motify

Find | View Al |
Hational ID Type

First E 1 of 1 |I| Last

Then click “Search”

If you hit “Enter” on your
keyboard instead, the system
won’t process your request. You
have to click “Search” from this

PARTNERS
FORHEALTH -



Favorites © Main Menu » HCM > Workforce Administration

The State of Tennessee's Enterprise Resource Planning Solution

Welcome

Instructions

MNational ID

My Links Select One:

2)Help |_--;I Customize Page

Al il

My Page Benefits If you do see an employee ID
when searching by Social
Security Number, highlight
and copy that number so you
can search for it on the
National 1D: 123456783 py ’
Non-Payroll Job Data
Search in: Employees / Contingents / POl - screen
IS
NID as Stored Empl ID Name Country National ID Type
123-45-6789 00409859 ) | Doe, John United States Social Security Mumber
=] Notify

Due to security restrictions in Edison, if the
employee has worked for another agency before,
you will not be able to see his or her prior records
in the system. An enroliment form will need to be
submitted to Benefits Administration. BA will need
to enter the employee information. Please make
sure to include the employee ID on the enrollment

form.

PARTNERS
FOR HEALTH

| Sign out

[=]

| http
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Rehiring an Employee

This procedure allows you to rehire a
former employee of your agency.

¥ This applies to all entities with data entry access (Not State)

PARTNERS
FOR HEALTH
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Home Sian out

[ | The state of Tennessee's Enterprise Resource Planning Solution Welcome _

Favorites : Main Menu

My Page Eeneflts My Links Select One: -
Benefits News hler... Workforce Administration Eenefits Billing
[IMPORTANT] Changes to 401K & === Modify a Person === Enroll in Billing
451 Effective February 1. 2013 A Modify a person's basic information, such as S| gpecify information for billing such as plan type
401(k) & 457 Deferred Compensation name and contact information. and calculation factors.
plan changes can no longer be made
through Edison.
View Al Aticles and Sections Search by National ID Review Adjustment Summary

[T
I

Search for personnel or dependents or Wiew various charge and payment adjustments.

i e _ beneficiaries by national 10,
Benefits Administration !

Review Employee Balances
Yiew charges, payments grand totals
associated with an individual employee.

=== Non-Payroll New Hire
S Maon-Payroll Mew Hire

=== Non-Payroll Job Data

T T rro— l . Request Hold/Alternate Address
@U Instructions S |dentify alternate address information; place a

N\ haold on the bill or statement.

Retrieve the Edison employee

= Empl Profile P i
mployee Profile Page ID of the employee you wish

“— Employee Profile Page

to rehire and then click on the == Review Payment/Details N
“Non-PayroII Job Data” link ! Review the payment history for paricipants.
=== Benefits Document Upload from the main “Benefits” tab
S Benefits Document Upload \. J

=== Update Dependent/Beneficiary
= Update personal profile of employee
dependents and beneficiaries.

=== Health Benefits
S Maintain employee enrollment in health plans,
including dependent coverages. 95



The State of Tennessee's Enterprise Resource Planning Solution Sign out

My Page Benefits My Links Select One: [ =]

Favorites - Main Menu > HCM > Benefits > Non-Payroll Job Data

2 New Window | j' Help = http
Non-Payroll Job Data

Enter any information you have and click Search. Leave fields blank for a list of all values.

Limit the number of results to (up to 300): |300

Search by: EmplID * begins with:

Instructions I

Enter the employee ID in the
EmplID field

O

Search | Advanced Search

b

Then click “Search”

PARTNERS
FORHEALTH




The State of Tennessee's Enterprise Resaource Plannming Solution

Favorites

My Page

Welcome

Main Menu » HCM > Benefits » Non-Payroll Job Data

Benefits

2 New Window I_E_J Help [# ' Customize P4

My Links Select One:

Instructions

John Doe EMP ID: 00409859 Empl Record:

*Effective Date: 04/01/2013  [3¢
*Action: | ", *Reason -,
*Position Number: 99001851 @,
Regulatory Region: UUSA
Company: MP
Business Unit: LGGAD
Department: 9239700000
Location Code: MPO47
*Empl Class: GA2 -
*Vision Offered @ Yes © HNo
*Comp Rate:
T
Effective Date EFFSEQ Action Reason
1/03/15/2013 0 Terminatn BenResign
2/03/08/2013 0 Hire MNonPayEmpl

Submit

The effective date will default
to the current date. Enter the
eligibility date of the
employee. Benefits will start
the first day of the following
month of the Effective Date
listed here.

If your agency has a
probationary period, the date
should be the first of the
month prior to the start of

\  benefits for the employee.

J

PARTNERS

FOR HEALTH
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g The Siate of Tennessee's Enterprise Resource Planning Solutideme | Sign out
[%]edison) weicome I

Favorites - Main Menu > HCM » Benefits > Non-Payroll Job Data
w H b w w

My Page = Benefits My Links Select One:

Click on the spy glass to
retrieve the code for Rehire

Look Up Action
Select the correct action for

this job data change - “REH”
Search by: Action begins with

|_ Look Up | Cancel :|Ad'-ran+::ed Looku

Search Results

iew 100 First . 1-6 of 6 .




[ =] e d|80ﬂ J The State of Tennessee's Enterprise Resource Planning Solutigteme | Sign out

Fa\rc‘::rritesé MainTMenu > HEM > Bensfits * Non-Payroll Job Data
My Page | Benefits

My Links Select One:

Click on the spy glass to
retrieve the code for the type
of rehire

Select the correct reason for
this job data change - “RNP/X-
Benefits Employee Rehire”

Look Up Reason

Search by: ReasonCode ~ begins with
|_ Look Up | |_ Cancel ]Adu;gnc:ed Looku

Search Results

lew 100 First . 1-Zof2 . Last
Reason Code Description
NPR ¥-Benefits Higher Educ Rehire
RMP #-Benefits Employee Rehire

PARTNERS
FOR HEALTH o




Non-Payroll Job Data

Action & Reason

Action Reason
DTA — Data Change NPD — X-Benefits Emp Data Change
REH — Rehire NPR — X-Benefits Higher Educ Rehire

RNP — X-Benefits Employee Rehire

RET — Retirement XRT — X-Benefits Employee Retirement

TER — Termination XDE — X-Benefits Employee Death

XIT — X-Benefits Emp Involunt Term

XMC — X-Benefits Gross Misconduct

XRS — X-Benefits Emp Resignation

XFR — Transfer XNP — X-Benefits Employee Transfer

PARTNERS
FOR HEALTH o




The State of Tennessee's Enterprise Resource Planning Solutidi2me | Sign out

[4]edison| oo ———

Favorites = Main Menu > HCM > Benefits > MNon-Payroll Job Data
b H b b b

My Page = Benefits My Links Select One:

Click on the spy glass to
retrieve the correct
Position Number.

The Region, Company,
Business Unit, Department,
and Location will
automatically populate.

Look Up Position Number

Search by: Position Number + begipg with

|_ Look Up I|_ Cancel ]Adu;gnq::ed

Search Results

Business Unit Department Department Description

99001851 ‘ Insurance Participant LGGAZ 9239700000 PART“ERS
FOR HEALTH :0:




Favorites : Main Menu > HCM > Benefits > Non-Payroll Job Data

My Page Benefits My Links Select One:

2 New Window | E_J Help  |& ' Customize Page Bh

; ; Instructions
[ ittt T )

Select the employee
class from this drop
ob Informatic down box.

John Doe EMP ID: 00409859 Empl Record: 0

Employee class codes
are located on page 12.

*Effective Date: 04/01/2013  |[3

*Action: |REH '“L,  *Reason RMP -

*Position Number: 99001851 @,

For LE & LG, select
Yes or No depending
whether state vision is

offered to Employees
Regulatory Region: USA

Company: NP Higher Education
always select Yes.
Business Unit: LGGA? \_ )
Department: 92359700000
Location Code: NPO4T
*Empl Class: GAZ -
*Vision Offered @ Yes O HNo
*Comp Rate:
Effective Date EFFSEQ Action Reason PARTNERS
1/03/15/2013 0 Terminatn BenResign

2/03/08/2013 0 Hire MNonPayEmpl
102

Submit



pme | Sign out

=y : The State of Tennessee's Enterprise Resource Planning Solutictme
4)edison Welcome L

Mon-Payroll Job Data

Favorites - Main Menu > HCM > Benefits »

My Page Benefits My Links Select One:

2] Mew Window j' Help u'Custnmize Page [ hitp

John Doe EMP ID: 00409859 Empl Record: 0

*Effective Date: 04/01/2013  |[3

*Action: |REH '“L,  *Reason RMP b

*Position Number: 99001851 |@ l| Instructions I

Compensation rate defaults to
Regulatory Region: USA $50,000 for LE & LG.
Company: . . .
pany NP For Higher Education, the life
Business Unit: LGGA2 insurance coverage and
premium rate is determined
Department: 9239700000 by this information. Enter the
Location Code: NPO4T correct annual compensation
rate.
*Empl Class: GAZ -
*Vision Offered @ Yes © No When finished, click on the
SUBMIT button.
*Comp Rate:
[JobHistory — cystomize |Find| view Al | B | 3 First Kl 13052 I ot
Effective Date EFFSEG Action Reason PARTN E RS
1/03/15/2013 0 Terminatn BenResign
2/03/08/2013 0 Hire MNonPayEmpl
103

Submit



The State of Tennessee's Enterprise Resource Planning Solutidi2me | Sign out

[“edison) I

Fa\rovritesg Mainvh"lenu > HEM > Bengﬁts * Non-Payroll Job Data
My Page = Benefits My Links Select One:

This pop up screen will
appear when the Rehire is
successful.

Message

Emplid 00409859 has been updated. {25000,999)

% Again, make sure the pop up blockers are turned off.




Terminating an Employee

This procedure allows you to terminate an
employee in Edison for any reason
Including resignation, involuntary
termination, and retirement.

¥ This applies to all entities with data entry access (Not State)

PARTNERS
FOR HEALTH =




Home Sian out

[ | The state of Tennessee's Enterprise Resource Planning Solution Welcome _

Favorites : Main Menu

My Page Eeneflts My Links Select One: -
Benefits News hler... Workforce Administration Eenefits Billing
[IMPORTANT] Changes to 401K & === Modify a Person === Enroll in Billing
451 Effective February 1. 2013 A Modify a person's basic information, such as S| gpecify information for billing such as plan type
401(k) & 457 Deferred Compensation name and contact information. and calculation factors.
plan changes can no longer be made
through Edison.
View Al Aticles and Sections Search by National ID Review Adjustment Summary

[T
I

Search for personnel or dependents or Wiew various charge and payment adjustments.

i e _ beneficiaries by national 10,
Benefits Administration !

Review Employee Balances
Yiew charges, payments grand totals
associated with an individual employee.

=== Non-Payroll New Hire
S Maon-Payroll Mew Hire

=== Non-Payroll Job Data

T T rro— l . Request Hold/Alternate Address
@U Instructions S |dentify alternate address information; place a

N\ haold on the bill or statement.

Retrieve the Edison employee

= Empl Profile P i
mployee Profile Page ID of the employee you wish

“— Employee Profile Page

to rehire and then click on the == Review Payment/Details N
“Non-PayroII Job Data” link ! Review the payment history for paricipants.
=== Benefits Document Upload from the main “Benefits” tab
S Benefits Document Upload \. J

=== Update Dependent/Beneficiary
= Update personal profile of employee
dependents and beneficiaries.

=== Health Benefits
S Maintain employee enrollment in health plans,
including dependent coverages. 106



The State of Tennessee's Enterprise Resource Planning Solution Sign out

My Page Benefits My Links Select One: [ =]

Favorites - Main Menu > HCM > Benefits > Non-Payroll Job Data

2 New Window | j' Help = http
Non-Payroll Job Data

Enter any information you have and click Search. Leave fields blank for a list of all values.

Limit the number of results to (up to 300): |300

Search by: EmplID * begins with:

Instructions I

Enter the employee ID in the
EmplID field

O

Search | Advanced Search

b

Then click “Search”

PARTNERS
FOR HEALTH 1o




dl S The State of Tennessee's Enterprise Resource Planning Solutidiame | Sign out

Favorites - Main Menu » HCM > Benefits »> Mon-Payroll Job Data
b i e w w

My Page Benefits My Links Select One:

2 New Window '._E'J Help |_~v,’J Customize Pag Instructions

Enter the termination effective

date. The termination effective
John Doe EMP ID: 00409859 Empl Record: date is the last day of the
Job Information month prior to the benefit
termination date.

L

*Effective Date: 03/31/2014 [3
*Action: | 'JJ *Reason 'JJ
*Position Number: 99001851 @,

Regulatory Region: USA

Company: NP

Business Unit: LGGAZ

Department: 9239700000

Location Code: MPO4T
*Empl Class: GAZ -
*Vision Offered @ Yes O No
*Comp Rate: 50000.000000

j ' ®E First B 1 0f1 14 | ast
Effective Date EFFSEQ Action Reason PARTNERS
1 03/08/2013 0 Hire MonPayEmpl —

FOR HEALTH 105

Submit



The State of Tennessee's Enterprise Resource Planning Solutigtfme | Sign out

[@]edison) oo —

Favorites | Main Menu » HCM > Benefits » WNon-Payroll Job Data
b 2 P b b b 2

My Page = Benefits My Links Select One:

Click on the spy glass to
retrieve the code for
Termination

Select the correct action for
this job data change - “TER”

Look Up Action

Search by: Action begins with

 LookUp | Cancel |

Search Results




The State of Tennessee's Enterprise Resource Planning Solutid?eme | Sign out

[%]edison) Wolcame ———

Favorites | Main Menu > HCM > Benefits > Non-Payroll Job Data
w H b b w
My Page | Benefits My Links Select One:

Click on the spy glass to
retrieve the code for the type
of termination

Select the correct reason for
this job data change - “XRS/X-
Benefits Emp Resignation”

Look Up Reason

Search by: Reason Code = begins with

|_ Look Up || Cancel ]Aduanc:ed Looku

Search Results

|e|r.r 100 First . 1-4 of 4 . Last

Reason Code Description
*DE #-Benefits Employee Death
AT #-Benefits Emp Involunt Term

AMC X-Benefits Gross Misconduct PART“ERS
*RS X-Benefits Emp Resignation
FOR HEALTH 1o

[



= : The State of Tennessee's Enterprise Resource Planning SolutidAeme | S
itjedison Welcome L

Favorites = Main Menu > HCM > Benefits > MNon-Payroll Job Data
My Page Benefits My Links Select One:

2 New Window '_E_i' Help BJ Customize Page

John Doe EMP ID: 00409859 Empl Record: 0

*Effective Date: 03/31/2014 [+

*ﬂkc’liDn: |TER '_Jl *REHSDH XRS I—kjl
*Position Number: 99001851 @,

Regulatory Region: USA

Company: NP
Business Unit e Instructions
When finished, click SUBMIT
Department: 9239700000
Location Code: NPO4T
*Empl Class: GAZ d
*Vision Offered @ Yes O No
*Comp Rate: 50000000000
: | e/ PARTNERS
Effective Date EFFSEQ Action Reason
1/03/08/2013 0 Hire MonPayEmpl ’

FOR HEALTH

Submit



The State of Tennessee's Enterprise Resource Planning Soluticteme | Sign out

[@]edison etome S

Favorites = Main Menu > HCM > Benefits » Non-Payroll Job Data
b P b b b 2

My Page = Benefits My Links Select One: [ =]

This pop up screen will appear
when the termination is
successful.

Emplid 00409859 has been updated. (25000,999)

If you key the termination in
Edison, you do not need to
send in an enrollment change
form. The benefits will
automatically terminate each
night.




Changing Name and/or Marital Status

This procedure shows you how to update an
employee’s name and/or marital status.

PARTNERS
FORHEALTH -




The State of Tennessee's Enterprise Resource Planning Solution

Welcome

Home | Sign out

Favorites - Main Marm

My Paue Benefits

My Links Select One:

Benefits News Alen.h Workforce Administration Benefits Billing

[IMPORTANT] Chanaes to 401K & 457
Effective February 1. 2013

401(k) & 457 Deferred Compensation
plan changes can no longer be made
through Edison.

View All Articles and Sections

E:j Modify a Person
Modify reon's Fasic information, such as name
alfisanid-mfdrmation.

== Search by National ID

Benefits Administration

E" Hon-Payroll New Hire
MNon-Payroll New Hire

E“ Hon-Payroll Job Data
Non-Payroll Job Data

E" Employee Profile Page
Employee Profile Page

E" Benefits Document Upload

Benefits Document Upload

E“ Update Dependent/Beneficiary
Update personal profile of employvee dependents and
beneficiaries.

E" Health Benefits
Maintain employee enrollment in health plans, including
dependent coverages.

Search for personnel or dependents or beneficiaries
by natienal ID.

Instructions I
F <

Retrieve the Edison employee
ID of the record you wish to
update and then click on the
“Modify a Person” link from

the main “Benefits” tab

Enroll in Billing
Specify information for kiling such as plan type and
calculation factors.

E" Review Adjustment Summary
View various charge and payment adjustments.

E" Review Employee Balances
“iew charges, payments grand totals associated with
an individual emploves.

Request Hold/Alternate Address
ldentify alternate address information; place a hold on
the bill or statement.

E" Review Payment/Details
Review the payment history for participants.

114




=y : The State of Tennessee's Enterprise Resource Planning Solutiof\2me | Sign out
#jedison Welcome .

Favorites - Main Menu > HCM > Workforce Administration > Personal Information >  Modify a Person

My Page Benefits My Links Select One: [=]

) New Window | j' Help 5 http

Personal Information

Enter any information you have and click Search. Leave fields blank for a list of all values.

Add a New Value [ Instructions I

Limit the number of results to (up to 300): |300
Empl 1D: begins with - |b[]4[]9859

Enter the employee ID in the
EmplID field

Name: begins with = | R‘i’]

Last Name: begins with | Then click “Search”
Second Last Name: begins with |

Alternate Character Name: begins with ~ |

Middle Name: begins with ~ |

[C] Include History [C] Case Sensitive

Search Clear Basic Search |_,'_."1 Save Search Criteria

)

Find an Existing Value | Add a New Value

115



Favc-vrites= MainvMenu > HEM *  Workforce A‘qministration *  Personal Igﬁ:rrmation *  Modify a Person

My Page Benefits My Links Select One:

2] New Window '.E) Help |:,‘) Customize Page =1

Biographical Details Contact Information Regional

Person 1D: 00409859
Find | View All First n 10of1 E Cact
Effective Date: 03/08/2013
Format Type: English 'h
Display Name: Johnie Doe bidondhiany

Biographic Information

*Date of Birth: 103/01/1990 23 Years 0 Months

[+
Date of Death: | @
@

Instructions 1

Birth Location: Waive Data Protection To change the name of an
Biographical History

S0 .. employee,clickthe +sign at
the top right to add a row to

. . i 03/08/2013

Effective Date: | 3 the “Name” section

Birth Country: |

*Gender: Female M

*Highest Education Level: A-Not Indicated - “Adding a row” just means you
: are creating a new record that

Bari . Single - : 03/08/2013 [

Marital Status: _ As of: you can make changes to and

Language Code: English h

save, which then updates the

Alternate 1D: | record for that employee.

[l Full-Time Student \. J
w National ID ize | Find | View All Bl First Kl 10f1 2 Last
*Country *National ID Type Mational ID Primary ID
USA @ Social Security Number v |[456-78-1728 ]| [=]
> — . o , = r————— : ; 116
' save | ReturntoSearch = Notify «% Refresh Ebs-Add. | | Update/Display _,B Include History

F o FE B B = T D B . T T R T - S 1



Favorites - Main Menu > HCM > Workforce Administration > Personal Information » Modify a Person
b P b b b b

My Page Benefits My Links Select One:

00409859

ind | View &Il First n 1of 2 E Last
N—=T

*Effective Date: |II]3I11I2[]13 ( Eﬂ

*Format Type: English
Display Name: Johnie Doe

Bicgraphic Information

*Date of Birth: 103/01/1990 B9 92 Years 0 Months

Date of Death: | B

Birth Country: | Q

Birth Location: | [C] Waive Data Protection

Instructions ,

Bicographical History Find | View All  First Kl 1 . . )
Click the calendar icon next to
*Effective Date: |[]3I[]BI2[]13 &) the Effective Date field
*Gender: Female -
- _ Aot Indicated . This will allow you to change the
Highest Education Level: effective date to the day the
*Marital Status: Single M As of: 03/08/2013 |2y change took place. In this
Language Code: English v exampl_e, the employee got
| married on 3/12/2013.
Alternate 1D: L J
[C] Full-Time Student
w National ID ' ind | view & | B B First BN qora O ast
*Country *National ID Type Hational ID Primary ID
[V @, | Social Security Number v |456-78-1728 [+]|[=]
o) save |[2" ReturntoSearch =] MNotify =% Refresh Eh Add | | UpdateiBisplay _,a Include History
117

Biographical Details | Contact Information | Regional




Favorites = Main Menu > HCM > Workforce Administration » Personal Information » Modify a Person
b P b b b b

My Page Benefits My Links Select One:

00409859

Find | View All First K 1of2 u Last

*Effective Date: |b3f12}2013 Eﬂ

English

*Format Type:
Display Name: Johnie Doe

Bicgraphic Information

*Date of Birth: [03/01/1350 B 53 Years 0 Months

Date of Death: | 1

Birth Country: | Q

Birth Location: | Waive Data Protection Instructions 1

Biographical History Find | View Al First K . .
o Click “Edit Name” ]
*Effective Date: |U3IUB’QU13 E
*Gender: Female hd
A-Mot Indicated A

*Highest Education Level:

*Marital Status: Single v As of: 03/08/2013 [3y

English -

Language Code:

Alternate 1D: |

Full-Time Student

¥ National ID ize | Fi # st K qor1 I st
*Country *National ID Type Hational ID Primary ID

lUsA @, | Social Security Number »  [486-78-1728 [#]|[=]
5] save | |[af ReturntoSearch | =] Notify = #% Refresh L% Add | || UpdateiDisplay| | ] Include History

118

Biographical Details | Contact Information | Regional




Favorites © Main Menu > HCM > Workforce Administration » Personal Information > Modify a Person

My Page Benefits My Links Select One

2 New Window '_EJ Help |;f' Customize Page

Prefix: -
First Name: |JDhﬂiE
Middle Name: |
Last Name: Doe
Suffix: @ h
Display Name: Johnie Doe
Formal Name: Johnie Doe
Name: Doe,Johnie Instructions ]
Refresh Name Type the new name into the
appropriate fields
0& Sonceluy (wnilcinci [ Then click “OK” ]

119



Favorites = Main Menu » HCM » Workforce Administration > Personal Information >  Modify a Person
b P b b b b

My Page Benefits My Link
Instructions

£ New Window I.:?:) Help |_--,’J Cu

Biographical Details Contact Information Regional If you are ?nly Changmg the
employee’s name, you can
Johnie Smith Person ID: (0409859 click “Save” at the bottom left
: : o and stop here. To change the
Find | View All First ™ .
marital status of the
*Effective Date: 0371212013 &Y employee, click the + sign on
*Format Type: English - the right to add a row to the
: “Biographical History”
Display Name: Johnie Smith Edit Name graphic ry
section.
Biographic Information
“Date of Birth: [03/01/1990 & 23 Years 0 Months
Date of Death: | By
: . | @
Birth Country: .
Birth Location: | Waive Data Protection
Biographical History Find | View Al First K} 4of 1 I3 Last
*Effective Date: |U3IUBI2[]13 Bl
*Gender: Female T
A-MNot Indicated -

*Highest Education Level:

*Marital Status: Single M As of: 03/08/2013 [+

English -

Language Code:

Alternate 1D: |
Full-Time Student

w National ID

*Country *National ID Type National ID Primary ID
lUSA @, | Social Security Number ~ 456-78-1728 [#]|[=]
_IJ_Eﬂ Save " Retumn toSearch =] Notify 7 Refresh _[‘; Add:| |F Update/Display| | _+ | Include History _ 120
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Favorites - Main Menu > HCM > Workforce Administration » Personal Information » Modify a Person
b H b b b b

My Page Benefits My Links Select One:

) New Window IE) Help o

Contact Information Regional Instruct | ons

Johnie Smith Person ID: 00409859 Click the calendar icon next
Find | View All Fir: to the Effective Date field
. . i 03/12/2013 3 .
Effective Date: _ B This will allow you to change the
*Format Type: English M effective date to the day the
Display Name: Johnie Smith Edit Name change took place.

Biographic Information

Then select the date the
*Date of Birth: 03/01/1990 By

23 Years 0 Months L change occurred

Date of Death: | (1
Birth Country: | @
Birth Location: | [C] Waive Data Protection

Biographical History Find | View Al Fir. it n 10f2 n | ast
*Effective Date: |U3;11;2[]13 ( El (=]
*Gender: Female k{b
*Highest Education Level: A-Not Indicated M
*Marital Status: Single M As of: 031082013 3§

Language Code: English -

Alternate 1D: |

[C] Full-Time Student

+ National ID ize | Find | view A0 B | ps T qop U L

*Country *National ID Type Hational ID Primary 1D

VET @, Social Security Mumber v  |456-78-1728 ]| [=]

;] Save |." ReturntoSearch =] Notify =% Refresh L& Add | | ] UpdateDicplay | | &) Include History 121
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Favcgites MainYMenu > HEM > Workforcehgministration » Personal I‘rlformation *  Modify a Person

My Page Benefits My Links Select One:

Johnie Smith Person 1D: 00409859

Find | View All First Kl 10f2 ) | Last

*Effective Date: 03/12/2013

*Format Type: English

- Edit Name

Display Name: Johnie Smith

Biographic Information

Instructions

*Date of Birth: 103/01/1990 B 52 Years 0 Months
Change the Marital Status

Date of Death: | N field to “Married”
Birth Country: | Q
Birth Location: | Waive Data Protection

Biographical History Find | view Al First - 10f2 B3 Last

“Effective Date: |U3”2"r-2m3 el [+] (=]

*Gender: Female M

*Highest Education Level: A-Mot Indicated v

*Marital Status: @Ie v As of: 03/08/2013 [y

Language Code: English M

Alternate 1D: |
Full-Time Student

w National ID i i View All i First Kl 10f1 D Last

*Country *National ID Type National |D Primary ID

USA @, Social Security Number - [456-78-1728 ] (=]

;) Save |0 ReturntoSearch =] Notify  «* Refresh [Ch Add | | F] UpdaieDisplay| | ] Include History | 122
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Favorites - Main Menu > HCM > Workforce Administration » Personal Information > Modify a Person
w H w - - b

My Page Benefits My Links Select One:

2] New Window IE) Help L"l’) Customize Page B http

Biographical Details Contact Information Regional

Johnie Smith Person ID: 00409859
Find | View All First 4 10f2 u Last
*Effective Date: 0312/2013 By [+ (=]
*Format Type: English v
Edit Name

Display Name: Johnie Smith

Instructions 1

Change the date in the As of

Biographic Information

*Date of Birth: 103/01/1990 & 23 Years 0 Months field to the same as the
Date of Death: | B effective date

Birth Country: | Q

Birth Location: | Waive Data Protection

Biographical History Find | ViewAll First - 10f2 I3 | agt

*Effective Date: |U3;12;2[]13 5 [+l (=]

“Gender: Female v

*Highest Education Level: A-Mot Indicated v

*Marital Status: Married v As of: 03/08/2013) [y

Language Code: English - @

Alternate 1D: |
Full-Time Student

+ National ID ize | Eind | view A1 | B | B st B qor1 O Last

*Country *National ID Type Hational 1D Primary 1D

lusA @, Social Security Number v  [456-78-1728 1+ |[=]

5] save " RetumtoSearch =] Nofify <% Refresh [k Add | | ] UpdateDisplay| | =) Include History 123
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Favorites © Main Menu > HCM > Workforce Administration »  Personal Infformation >  Modify a Person
v i w b w -

My Page Benefits My Links Select One:

2] New Window '.E) Help Lw-f’1 Customize Page 5|

Biographical Details Contact Information Regional

Johnie Smith

Person ID: 00409859

ind | ViewAll First & 10r2 B3 | ast

*Effective Date: 03/12/2013 £ ] [=]
*Format Type: English -
Display Name: Johnie Smith Edit Name

Instructions 1

Biographic Information

<
Click the “Save” button at the

*Date of Birth: 103/01/1990 Y 23 Years 0 Months bottom left

Date of Death: | e i "

_ | @ Always hit “Save” after

Birth Country: : completing your changes in
Birth Location: | [J waive Data Protection Edison. Otherwise all your

Biographical History Find | View All First - 1of: changes will be lost.

= J

“Effective Date: 03/12/2013 59 L =]

*Gender: Female i

*Highest Education Level: A-Not Indicated v

*Marital Status: Married - As of: 031272013 Eﬂ

Language Code: English v

Alternate 1D: |

[l Full-Time Student

*Country *National ID Type National ID Primary ID
US4 @, | Social Security Number ~  |456-78-1728 [#]|[=]
2" Returnto Search | =] Notify  #* Refresh By Add | |5 WUpdate/Bisplay _;j Include History 124
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Changing Address

This procedure shows you how to update an
employee’s address.
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Favorites :
h i

Main Menu » HCM > Workforce Administration »* Personal Information > Modify a Person
v v w e

My Page Benefits My Links Select One:

2 New Window '._E’:J Help L—,‘)Custnmize FPage =

Biographical Details Regional
Johnie Smith 'b Person ID: 00409859

Find | View All First Kl 10f2 L | ast

*Effective Date: |I.']3I12f2[]13 =y [+ [=]
*Format Type: English -
Display Name: Johnie Smith Edit Name

Biographic Information

Instructions

"Date of Birth: 103/01/1990 B 23 Years 0 Months
H 113
Date of Death: | 5 Click t_he ; Contact
_ | a Information” tab on the
Birth Country: “Modify a Person” page to
Birth Location: | [C] Waive Data Protection access the address screen

Biographical History Find | View All First - 1 of 2 hu

*Effective Date: |U3f12;2013 El [+l [=]
*Gender: Female h
*Highest Education Level: A-Not Indicated b
*Marital Status: Married v As of: l0312/2013 [5¥
Language Code: English -

Alternate 1D: |

] Full-Time Student

+ National ID ize | Find | view A1 | B ) 2E mes B qore T Last

*Country *National ID Type Mational ID Primary ID

lusa @, | Social Security Number v |456-78-1728 ]| [=]

i) save 2" Returnto Search =] Notify  «% Refresh Eb add| | Update/Bisplay _,Q Include History 126
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Favorites = Main Menu » HCM » Workforce Administration > Personal Information > Modify a Person
w B w - - b

My Page Benefits My Links Select One:

) New Window IE) Help |:,/ Customize Page

Biographical Details Regional

Johnie Smith

Person ID: 004058859

N 1T
Current Addresses Customize | Find | View All | El | T First TUqof1 U Last

dit/\View Address Detail

Address Type As Of Date Status Address

123 Lovers Lane
Home 03/09/2013 A MNashville, TH 37217

Davidson

[#]| [=]

Phone Information

NT
Customize | Find | View 21 | BV | 3 st T qof1 0 Last

*Phone Type Telephone Extension Preferred

Home » [615/253-9921 [#]|[=]
Email Addresses

T
Customize | Find | View 20 | B | 3 st 7 q0f1 0 Last

*Email Type *Email Address Preferred

Bl [#]|[=]
Instructions

Instant Message IDs @ Customize | Find | View Al
*Network ID

*IM Protocol *IM Domain

Click “Edit/View Address Detail”

If you click the + sign on this screen,
it will allow you to add an address to
the record (such as a temporary
mailing address) but will not allow
you to edit the current address.

'] Save " ReturntoSearch = Notfy % Refresh Es-Add | | F Update/Display| |3 Ine
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Home

=y : The State of Tennessee's Enterprise Resource Planning Solution
h-Y 6d|80n Welcome

Favorites - Main Menu > HCM > ‘Workforce Administration » Personal Information > Modify a Person

My Page Benefits My Links Sel

g2 New Window (2JHelp [ Customize

Address History

Address Type: Home
] 4 [ E—
OF £~ -asl
*Effective Date: 03/09/2013 5] Address: 123 Lovers Lane +| =]
) Mashville, TH 37217
]
Country: USA Davidson "'\lb
*Status: |"5‘ -
Update/View Address
Instructions I
Effective Date: 03/08/2013 Address: ﬁlﬁ Erﬁ'ﬂkmﬂgﬂ?;?ggggd Click the + sign to edit the
ashville, -
Country: USA Daidson current address
Status: A
DK Cancel Refresh
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=3 : The State of Tennessee's Enterprise Resource Planning Solution
h- . EdISOﬂ Welcome Sheila A Pellasma -

Favorites = Main Menu » HCM > Workforce Administration > Personal Information Modify a Person

My Page Benefits

Address History

Address Type: Home

*Effective Date:

Country:

*Status:

*Effective Date:

Country:

*Status:

Effective Date:
Country:

Status:

8] Cancel

03112003 [ hddress:

usa )
A @

Add Address

03/092013 [  address:

USA 4

A @

UpdateNiew Address

03/08/2013 Address:

USA
A

Refresh

123 Lovers Lane
Mashville, TN 37217

Davidson

123 Lovers Lane
Mashville, TN 37217

Davidson

£83 Brooksboro Terrace
Mashville, TH 37217-3394

Dawvidson

Home |

My Links Se

ndow [ #) Help |_-1'CL|5t|:|mi

| Instructions I

=
Click the calendar icon next to

the Effective Date field

This will allow you to change the
effective date to the day the
change took place. In this
example, the employee moved
on 3/12/2013.

N

_AL

Select the date the
change occurred
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The State of Tennessee's Enterprise Resource Planning Solution
Welcome

Favorites : Main Menu > HCM > Workforce Administration > Personal Information > Modify a Person

My Page Benefits

g New Window | j' Help ml Custo

Address History

Address Type: Home

*Effective Date: 03/12/2013 [} Address: 123 Lovers Lane
! Mashville, TH 37217
. Us ] _
Country: Davidson
*Status: A -

Add Address

O

*Effective Date: 03/09/2013 [ Address: 123 Lovers Lane - ﬂ

TN Nashville, TN 37217 Instructions
Country: USA A Davidson
*Status: A a Click “Add Address” ]

Update™iew Address

Effective Date: 03/08/2013 Address: 9283 Brooksboro Terrace +l 1=
Mashville, TH 37217-339%4
Country: LUSA Davidson
Status: A
Ok Cancel Refresh
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=y : The State of Tennessee's Enterprise Resource Planning Solution Home
4 | EdISOn Welcome

Favorites - Main Menu > HCM > Workforce Administration » Personal Information > Modify a Person

My Page Benefits My Links Sel

. 1 .
g New Window (2JHelp [& Customiz

Edit Address

Country: dnited Sigtes

Address 1: 123 Lovers/Lane

Address 2: db

Address 3:

City: Nashville State: |11 Tennessee

Postal: 3rT

County: Davidson - ,

Instructions

O Cancel

Type the new address into the
appropriate fields

)

Then click “OK”
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=y : The State of Tennessee's Enterprise Resource Planning Solution
4 | EdISOH Welcome

Favorites : Main Menu > HCM > Workforce Administration > Personal Information > Modify a Person

My Page Benefits

] New Window  (2) Help |_--',I Custd

Address History

Address Type: Home
4 3
*Effective Date: 0312/2013 [ Address: 101 Lovers Lane +| -
USA 2 Mashville, TM 37217
Country: i -
Davdson Instructions
*Status: A .

Check to make sure the system
automatically added the
additional four digits to the zip
code. If the system does not

Update/\View Address

*Effective Date: 03/09/2013 5 pddress: 123 Lovers Lane recognize the address, it should
Country: USA 2 g:jl';":!i m3rt give you an error and you can

go back and update the
“Status: A ) address.

Update Addresses

If you are unable to get the system
to recognize the address and the
address has been verified, you can

Effective Date: 03/08/2013 Address: 353 Erﬁﬂkﬁﬂgg;?;fg%gdl bypass the error and save the
asmille, - .
Country: USA Davidson address as you have it.
Status: A
Ok Cancel Refresh
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: - The State of Tennessee's Enterprise Resource Planning Solution Home | Sign out
i]edison Welcome I

Favc;rites- MainYMenu > HEM *  Worlkforce Agministration » Personal Igformation *  Modify a Person

My Page Benefits My Links Select One: [=]

2] New Window l.E) Help |:|/ Customize Page 5| http

Biographical Details Regional

Johnie Smith Person ID: 00409859
Current Addresses Customize | Find | View 41 | BV [ 3 Firat T qof1 0 L ast
Address Type As Of Date Status Address
123 Lovers Lane
Home 03/09/2013 A Mashville, TH 37217 Edit/View Address Detail i] :J
Dawvidson

Phone Information

*Phone Type Telephone Extension Preferred

615/253-9921 [+ |[=]

Home

L]

Email Addresses

b
*Email Type *Email Address Prefi Instru Cti ons 1

~
Click the “Save” button at the
Instant Message IDs € bottom left

*Network 1D *IM Protocol *IM Domain Prefd

Always hit “Save” after
- I completing your changes in
Edison. Otherwise all your
changes will be lost.

" Returnto Search = Nofify  +* Refresh Ek-Add.| | F] UpdateDisplay| |3 Incly 133
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Questions?

PARTNERS
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Thank you for participating in Day 2 of the Benefits

Administration Training webinar. We hope this
Information was informative and helpful.

IT you have questions regarding a specitic employee or
ISSue, contact our service center at 1-800-253-9981 or
create a Remedy ticket. If you know what your option
IS and get tired of listening to the long BA greetings,
you can make your choice as soon as the greeting
comes up:

¢ State: push option 6 then option 4

¢ Local Ed; push option 6 then option 2

¢ Local Gov: push option 6 then 3

“* UT/TBR: push option 6 then option 1

This will put you in line immediately and saveB/ou time

every time you call. ARTNERS
FOR HEALTH 35




Running the TN Enrollment

and Collections Report

This procedure allows you to run the TN Enrollment and
Collections Report which shows you the monthly
deductions/refunds for each employee of your agency

¥ This applies State Agencies only

PARTNERS
FORHEALTH =




' edISOﬂ The State of Tennessee’s Enterpnse Resource Planning Solution

Welcome

Favorites | Main Menu
v i -

My Page *
- Empieyee Self-Service r
3 Hom >
A | Drroen v
kg :_ 3 Edison Support Info HCM b ore
3 Edison Support Info FSCM »
“ 3 Edison Support Info MISC r
9 Worklist »
3 PeopleTools y AN
Business C1 HCM Reporting Tools 3
Business (31 ELM Reporting Tools 3
enrolimen (3 FSCM Reporting Tools ¥ lition.
Message (1 My Personalizations »
« Edison EHD '
—, [E| Change My Password
* Importe Ij My System Profile
« Edisonescangereas
View All Articles and Sections

Edison Maintenance Alerts

FleetFocus Upgrade - PLANNED SYSTEM OUTAGE
&)

Flease be advised: Effective Friday, February 15th at &
W)

pm (central time), the FleetFocus system will be
unavailable in order to perform a planned system
upgrade. Click here for more information.

FileMet Maintenance - 211513

The QIR ECM group will be performing FileMet scheduled
maintenance for the production environment from at 8 PM
to Midnight on Friday, February 15th. We will be updating
the servers with the latest MS security patches during this
time. You may experience intermittent senvice
interruptions during this maintenance window.

View All Articles and Sections

My Benefits

E" Benefits Enrollment
Enrell in or make changes to your benefitz online.

%Beneﬁts Summary

T8L EL

Finance Procurement

Logistics

My Compensation History

E%"Uiew Paycheck
Review current and prior paychecks.

%n__ Compensation History

Review compensation history for base, variable, and stock options.

E" Update Dependent/Beneficia
Update perzonal profile of employee dependents and beneficiaries.

Direct Deposit
Add or update your direct deposit infermation.

Job and Personal Information

Personal Information Summary
Review a summary of your perzonal information.

E’gﬁ%Home and Mailing Address
HE] Review and update your home and mailing addresses.

Instructions

Click on the “HCM” link
from the Main Menu.

Training My Links Select One:
My Reports
Report Folder
THBA1952 General
THNBA1952 General

Report Manager

Time & Labor

%‘ Report Time
Report your time and task details for a day, week, or time period.

Q Reguest Leave
H Reguest employee leave requests.

-;& Reguest Overtime
|'.‘:!r'D Request employee overtime requests.

ﬁ@] Leave Balances/ Service Credit
Leave BalancesiLongevity & Service credit’Sick Leave Bank Inform

%@] Payable Time Summary
View a summary of your payable time.
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edISOﬂ The State of Tennessee's Enterprise Resource Planning Solution Welcome

Favorites ; - Main Menu

My Page ¥ enefits T&L ELM Finance Procurement Logistics Training My Links Select One:
3 Employee Self-Service 3
S ly opors
] Y ) Adeskforce Administration 3
“h’f* 7 FSCM 5 K Report Folder
3 Edison Support Info HCM (3 Benefits ¥ and prier paychecks. THBA1952 General
{3 Edison Support Info FSCN (3 ”ﬁsz-ﬁtm” ' rtamnannt o
3 Edison Support Info Misc £ Payroll for North America J . —
P 1 History TnBA1952 General
Wkl i 3
9 Worklist B Organizational Development sation history for base, variable, and stock options. 209300210101 3
3 PeopleTools 3 SetUp HRMS 4
: 9 HCM Reporting Tools 3 ’
B"'S!ﬁ ELM Reporting Took , E Update Dependent/Beneficiary Report Manager
Business ) Update personal profile of employee dependents and beneficiaries.
enrollmen (3 FSCM Reporting Tools b tion.
Messaca &1 B Mersoraiatons : -' -
B 7 EHD ¥ Direct Deposit Time & Labor
+ Edison Ij Change My Password “* Add or update your direct deposit information. I;\ Report Time
= |mports My Systemn Profile Report your time and task details for a day, week, or time period.
« Edisonseoamreress N
Job and Personal Information 5
More... o i tion S %%, Reguest Leave
T . . IS L HI AR AT A AT i¥ * Request employee leave requests.
Vigw All Articles and Sections Review a summary of your personal information.
Edison Maintenance Alerts o )
- B8, Reguest Overtime
FleetFocus Upgrade - PLANNED SYSTEM QUTAGE r:é':’gi%Home and Mailing Address ¥ * Reguest employee overtime requests.
L) Flease be advised: Effective Friday, February 15th at 5 %= Review and update your home and maiing addresses.
pm (central time), the FleetFocus system will be S—
unavailable in order to perform a planned system @@]w
upgrade. Click here for more information. Leave Balances/Longevity & Service credit/Sick Leave Bank Infor
FileMet Maintenance - 211513 Instructions
1 group will be performing FileNet scheduled =) )
W maintenance fo e producion amironment rom st PM i « its” li D Vi 2 sammary o you
nienarice far the prod e - Click the “Benefits” link from View a summary of your payable time.
to Midnight on Friday, February 15th. We will be updating
the servers with the latest MS security patches during this the HCM menu.
time. You may experience intermittent sernvice
interruptions during this maintenance window.
Wiew All Articles and Sections
My Benefits
E" Benefits Enrollment
Enroll in or make changes to your benefits online.
w;;fﬁﬂenefts Summary
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edISOH The State of Tennessee's Enterprise Resource Planning Solution

Finance Procurement

Logistics

Welcome

Training My Links Select One:

Favgrites . Main Menu
: -

My Page ¥ enefits

3 Employee Seff-Service 3
& o

'*:}’{ﬁt 7 F5CM 9 Workforce Administration

S o™ 5 Edison Support Info HCM | (1 Benefits
3 Edison Support Info FSCK (3 Compensation
3 Edison Support Info MISC (3 Payroll for Morth America
£ Worklist {7 Organizational Developme
{3 PeopleTools 3 Set Up HRMS

Business [ HCM Reporting Tools >

Business (3 ELM Reporting Tools 3

enrollmen 3 FSCM Reporting Tools v ition.

Message [ My Personalizations 3

. Edison U EHD '

I p Ij Change My Password
* mport (5 My System Profile
« Edison ecoamrepeas
More...
View All Articles and Sections

&)
L

Edison Maintenance Alerts

View Al Aricles and Sections

FleetFocus Upgrade - PLANNED SYSTEM OUTAGE
Please be advised: Effective Friday, February 15th at 5
pm (central time), the FleetFocus system will be
unavailable in order to perform a planned system
upgrade. Click here for mare infarmation.

FileMet Maintenance - 21513

The QIR ECM group will be performing FileMet
scheduled maintenance for the production environment
from at & PM to Midnight on Friday, February 15th. We will
be updating the servers with the latest M3 security
patches during this time. You may experience intermittent
service interruptions during this maintenance window.

Enrall

My Benefits

Benefits Enrollment

"""" |
Denelts summary
{%" ?en_eﬂts Summa '

in or make changes to your benefitz online.

Wy e E

E
E
E|

i

E’@%Home and Mailing Address

Employee/Dependent Information
Review Employee Benefits

Enroll In Benefits

Manage Automated Enrolment
Maimsin Primary Jobs

Reports

ugtjzce with Providers
M r Savings Pln Extensions

Administer COBRA Benefits
Benefits Biling

&Admin Flex Spending Acct US
New Employment Instance
Benefits Document Upload
MNan-Payroll Mew Hire
MNan-Payroll Job Data

3

1 stock options.

1 beneficiaries.

* T w w w w v w ¥ ¥ ¥

~ Review and update your home and mailing addresses.

Instructions I

Click the “Reports” link from
the Benefits menu.

Report Folder
THBA1952 General
THBA1952 General

Report Manager

==L Report Time
[ ReportTeme

Report your time and task details for a day, week, or time period.

CJ Reguest Leave
Request employee leave requests.

Request Overtime
Request employee overtime requests.

@@ Leave Balances/ Service Credit

Leave Balances/Longevity & Service credit/Sick Leawve Bank Inforr

@@] Payable Time Summary

View a summary of your payable time.
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Favarites . Main Menu
- i v

My Page T enefits &L EL| Einance Procurement Logistics Training | My Links Select One:
3 Employee Self-Service »
S iy Ropors
“iﬁ‘*L £ FSCM {3 Workforce Administration LA A F— o
epo older
Sl 3 Edison Support Info HCM [ Benefits : _ — i =
. / N AT195 eneral
£ Edison Support Info Fscv (3 Compensation & Emplnvee, Dependent Information e
(5 Edison Support Info MISC 3 Payroll for North America 2 Review Employee Benefits 3 - E |
) Worklst {3 Organizational Developme (3 Enrel In Benefits g —— — Enera
r b g k 013-403-21401.01.3
3 PeopleTools {3 SetUp HRMS 5] Haﬁatgfe »;U_tnmatJEtlI] Enraliment ' 2rEaL
) 9 Maintain Primary Jobs
Business 3 HCM Reporting Tools ’ [ Reports Report Manager
. ELM Reporting Tools 3 ;
E'-'S'FIESS E FSCM Reporting Tools q " 5 Interface with Providers = (3 Audits 4
enrallmen M ion. "
My Personalizations , ' 3 Monitor Savings Pln Exter £1_Regulatoncand Complance ’
= Edison Benefits Biling " Participation 3 ]
Change My Password O i ) ) o 2port Time
« Impor: |j My Systern Profi 3 Admin Flex Spending Acc |j TH Survivingiedouse Letter :port your time and task details for a day, week, or time period.
— | B My System Profile o 5] TN BA Letter Archiving
e Ij MNew Employment Instanc
o Ij Benefits Document Uploa \j TH Six Months Free Cov Leftter ouest Leave
O o Jawr Hi TH Approaching &4 Yr 11 Mo Ltr quest Leave
View Al &ticles and Sections Ij Non-Payroll New Hire |—1 _ o° _— g, :quest employee leave requests.
i All Al s and S s Ij Non-Payroll Job Data \_‘] TN RFL Motification Letter
. . Def Comp Extraction Data
Edison Maintenance Alerts ‘j F )
@%Home e |_‘] TH Dependent Age-Cut Ltr 2guest Overtime
rleelrocus Vparade - FLANNED »Y o TER UUTALE Ay, HOMe and hlaling Addr ) ) : ; i i
FleetFocus U . rade PLENNE.D SYSTEM OUT:?GE ) = P ———— \j TH Retire Dental COBRA to Retr guest employee overtime requests
| . Please be advised: Effective Friday, February 15th at 5 N R ¥
pm (central time), the FleetFocus system will be I
unavailable in order to perform a planned system @@]w
upgrade. Click here for more information. Leave Balances/Longevity & Service credit/Sick Leave Bank Infc
FileNet Maintenance - 2M15M3
L The QIR ECM group will be performing FileMet H |—] ]

w scheduled maintenance for the production environment |nStrUCt|0nS | @ﬂ@ 5?‘{3:':”::: S:fmomu?r: able time
from at % PM to Midnight on Friday, February 15th. We will ' AL :
be updating the servers with the latest M3 security C"Ck the “Contributions and
patches during this time. You may experience intermittent . |
service interruptions during this maintenance window. Deductions” link from the

View All Articles and Sections Repo rts menu.

My Benefits
E" Benefits Enrollment
Enroll in or make changes to your benefits online.
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y ) 3 Maintain Primary Jobs [
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Business - :an:ii 'T'Eosls . 5 Interface with Providers =~ (3 Audits 4
enrolimen [ e B ? . E tion. 3 Monitor Savings Pin Exter. (3 Regulatory and Compliance »
My Personalizations 3 L
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« Edison S Change My Password 7 Benefits Biling [ Participation Ei EIEI;E rtgtugtr:j ugfn Ri:‘glsifetr
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ore [E) Benefits Document Uploa [5] TN Six Months Free Cov L El o Dren;l :‘_ELI Df - PR Ledu
More... ) i Lo Rilltabla=tlaintanan
N _ [ Non-Payroll New Hire [E TN Approaching 64 Yr 11 | | _— : L&
Vigw All Articles and Sections [ Non-Payrol Job Data ] TH RFL Notification Letté&.] 5| TN Enrolment and Collections
Edison Maintenance Alerts S gﬁftf e dErt ::a;tIUnODE::tit ﬁguest Overtime
» || Dependent Age-Ouf Ltr 5
_ 1 4%, Home and Mailing Addr ) ., p ;
FleetFocus Uparade - PLANNED SYSTEM OUTAGE ﬁ%ﬂgvig'y e updateﬂwur v |j TH Retire Dental COBRA to Retr :quest employee overtime requests.
| 1 Please be advised: Effective Friday, February 15th at5 )
w pm {central time), the FleetFocus system will be | —
unavailable in arder to perform a planned system @@]w
upgrade. Click here for mare information. Leave Balances/Longevity & Service credit/Sick Leave Bank Infc
FileMet Maintenance - 21513 .
L) The OIR ECM group will be performing FileNet Instructions P Payable Time Sumamary
scheduled maintenance for the production environment @ - !
. L T A View a summary of your payable time.
from at 8 PM to Midnight on Friday, February 15th. We will . "
be updating the servers with the latest MS security C“Ck the TN EnroIIment and
patches during this time. You may experience intermittent CoIIections” |ink from the
semnvice interruptions during this maintenance window. A K
View All Articles and Sections ContrIbUtlonS and
Decuctions mem
y Benefits
E" Benefits Enrollment
Enroll in or make changes to your benefits online.
e
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: Son The State of Tennessee's Enterpnse Resource Planning Solution

Favorites | Main Menu > HCM > Benefits » Reports » Contributions and Deductions > TN Enrollment and Collections

My Page Resources Payroll HR Benefits T8L ELM Finance

Welcome

TN Enroliment and Collections

Enter any information you have and click Search. Leave fields blank for a list of all values.

Add a Mew Value

Limit the number of results to (up t oy |3|:||:|
Search by: | Run Control ID :eginswithl
[[l case sensitive

Search |Advanced Search

Find an Existing Value | Add a New Value

2 Mew Wind

Procurement Logistics Training My Links

ow G} H

Instructions I

Click the “Add a New Value”
tab if you have never run this
report

~

Once you have created the Run
Control ID, you can simply type
the name of the Run Control ID
on this screen and click
“Search.”
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dlson The State of Tennessee's Enterpnse Resource Planning Solution Welcome

Favorites | Main Menu > HCM > Benefts » Reports > Contributions and Deductions > TN Enrollment and Collections
My Page Resources Payroll HR Benefits T&L ELIA Finance Procurement Logistics Training MvLlinks S5
2 New Window () Help

TH Enrollment and Collections

Find an Existing Value

Run Control I} january_collections

O

Add .
Q’J l Instructions

Create a name for your report
and type it in the Run Control
ID field.

Find an Existing Value | Add a New Value

Note: No spaces allowed.

Then click “Add”
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) edlson The State of Tennessee's Enterpnse Resource Planning Solution Welcome

Favorites @ Main Menu » HCM > Benefits > Reports : Contributions and Deductions > TN Enrolment and Collections

My Page Resources Payroll HR Benefits T&L ELM Finance Procurement Logistics Training My Links

L!.EI Mew Window @ Help I_:’fl Customize Pag
SRR R,

Run Control 1D January_Collections Report Manager Process Wonitor Run

Instructions I

Click the magnifying glass to the
right of the Group field to select
the Group you wish to see

*Group: | _QJ
Agency: IiQJ 'ﬂlb
Org Unit; IiQJ
Department: IiQJ
Pay Run ID: IiQJ

[5] save | |[=] Motify b add | | 5] UpdateiDisplay
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- Home | Sign out
( %) edlSOﬂ J The State of Tennessee'’s Enterpnse Resource Planning Solution Welcome
Favorites : Main Menu > HCM > Benefits > Reports Contributions and Deductions > TN Enrolment and Collections
My Page =~ Resources = Payroll | HR | Benefits @ T8 | ELM | Finance = Procurement | Logistics = Training My Links
Look Up [ %¢]

Look Up Group
Search by: Rule Name begins withli
| LookUp | Cancel |Advanced Lookup

Search Results

ew 100 First . 1-3 of3 . Las

Click the “State” link
Rule Hame
Local Education




Sign out

edlson The State of Tennessee's Enterprise Resource Planning Solution Welcome

FE‘.’DFitEE?f‘-"lEliI‘I Menu > HCM > Benefits > Reports : Contributions and Deductions » TH Enrolliment and Collections

My Page Resources Payroll HR Benefits TE&L ELM Finance Procurement Loqgistics Training My Links

g New Window (7)Help [’ Customize P:
.

Run Control I January_Collections Feport Manager Process Monitor Run
*Group: @ @, Instructions
Agency: [ (& Click the magnifying glass to
e 00 I el
Department: | @ your agency department
PayRuniD: [ @ L number )

[5] save | |[=] Motify [hAdd | 7] Update/Display
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Sign out

(I.L Ied|80n J The State of Tennessee's Enterprise Resource Planning Solution
Favaorites Main Menu > HCM > Benefits : Reports

Welcome

-

Contributions and Deductions > TM Enrolment and Collections

My Page =~ Resources = Payroll @ HR = Benefits = T& | ELM | Finance | Procurement | . Training My Link:

Look Up Agency

Search by: Agencybegins withli

| LookUp || Cancel |Advanced Lookup

Search Results

ew 100  First . 1-42 of 42 . Las

301
302

Find and click on the
agencies first 3 digits of your
department number




edISDn The State of Tennessee’s Enterprise Resource Planning Solution Welcome

-

Favorites : Main Menu > HCM > Benefits » Reports » Contributions and Deductions > TN Enrolment and Collections

My Page Resources Payroll HR Benefits T&L ELM Finance Procurement

Logistics Training My Link:

g New Window (2)Help [ Customize P:

Run Control 1Dt January_Collections Report Manager Process Monitor Run
. St o Instructions I
*Group: State .
Agency: 145 = Click the magnifying glass to

the right of the Org Unit field
to select your organizations
business unit

Org Unit: l— _QJ
Department: ﬁ _QJ
Pay Run ID: @,

Lﬁ{l Save =] Motify (S Add | Update/Display
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Home | Sign out

(I.l Jed|80n J The State of Tennessee's Enterprise Resource Flanning Solution Welcome

Favorites @ Main Menu > HCM > Benefits > Reports » Contrbutions and Deductions > TN Enroliment and Collections

My Page  Resources = Payroll = HR | Benefits =~ T8 | ELM = Finance = Procurement | Logistics = Training My Link:

Look Up Org Unit

Search by: Business Unit0egins with

| LookUp || Cancel |Advanced Lookup

Search Results

ew 100 First . 1-81 of &1 . Last

Business Unit Description
Legislature
Fiscal Review Committee

Court System Find and click on the

.‘!'.nclrne}' General's Office agenCIeS BUSIneSS Unlt.
District Attorneys General Con

Secretary of State
Public Defenders Conference
Comptroller of the Treasury

— Ty -~




) edlson The State of Tennessee's Enterprise Resource Planning Solution Welcome

Main‘rﬂenu > HEM = Eengﬁt5 = Rep;:urtS = Cl:untributil:unwvnd Deductions > TM Enrolment and Collections

Favorites :
My Page Resources Payroll HR Benefits T&8L ELM Finance Procurement Logistics Training My Link:
@& New Window (?)Help [ Customize P;

Run Control ID:  January_Collections Feport Manager Process Monitor Run
Instructions I
*Group: |Etate @,
Agency: o a, Click 'the magnifying glass to
the right of the Department
Org Unit; 3450 1] field to select your agencies
Department: li @ department number
Pay Run ID: o
LEJ_l Save =] Motify (S udd | Update/Display
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Home | Sign out

(I.L ]ed|80n J The State of Tennessee's Enterprise Resource Planning Solution Welcome

Favorites Main Menu > HCM 3 Benefits > Reports » Contributions and Deductions > TN Enrollment and Collections

My Page ~ Resources | Payroll = HR | Benefits =~ T8 | ELM = Finance = Procurement | Logistics | Training My Link

Look Up Department

Search by: | Department [+] P2gins with

| LookUp || Cancel |Advanced Lookup

Search Results

Only the first 300 results can be displayed.
Department Description

2010100001 |egislative Administration
2010100002 || egislative Office Building
23010100003 Legislative Internship Program
2010100004 | egislative Copier Services
2010700001 House Legislative Expense
2010700002 Office of the Speaker
2010700003 Office of the Chief Clerk

ANANTANMANA INF ~m aFthn Chinf Can Slark

Find and click on the
agencies department number




dlSDn The State of Tennessee's Enterpnse Resource Planning Solution

Welcome
Favorites : Main Menu > HCM > Benefits > Reports : Contributions and Deductions : TN Enrollment and Collections

My Page Resources Payroll HR Benefits T&L ELM Finance Procurement L ogistics Training
Run Control Iv January_Collections Report Manager Process Monitor Run

*G : State .

roup lSta Q Instructions I
Agency: 345 &)
Org Unit: 34501 O

Click the magnifying glass to
the right of the Pay Run ID
field to select the month you
wish to see

Department:  |3453004200 |

Pay Run ID: a

F save Motify Er Add Update/Display

PARTNERS
FOR HEALTH i



' ]ed|80n ] The State of Tennessee's Enterpnse Resource Planning Solution Welcome

orites © Main Menu > HCM > Benefits > Reports > Contributions and Deductions > TN Enroliment and Collections

Page  Resources | Payroll = HR = Benefits =~ T&8L | ELM | Finance = Procurement = Logistics = Training MvlLlinks Select C

| Look Up %]

Look Up Pay Run ID

| LookUp || Cancsl |Advanced Lookup The Pay Run ID has a specific
format. The first two digits are
the year, followed by SM for
“Semimonthly”, followed by two
digits for the month and two
digits for the last day of the
previous month.
Click the date you wish to see

Search Results

SemiMonthly PO 02
S 15/SemiMonthly PD 0:
31 SemiMaonthly PO 03/3

PARTNERS
FOR HEALTH s



/ Son The State of Tennessee's Enterprise Resource Planning Solution Welcome

Favorites | Main Menu > HCM > Benefits > Reports > Contributions and Deductions > TN Enrolment and Collections

My Page Resources Payroll HR Benefits T&L ELM Finance Procurement Logistics Training |MvLinks Select One:

(2 Mew Window \3:' Help

Run Control ID¢  January_Collections Report Manager FProcess Monitor Run
*G : State :
roup Bl Q Instructions
Agency: 345 o}
Click “Run” at the top right
Org Unit: 24501 |3 prg

Department: 3453004200 Q Clarksville Sernvice Center
PayRuniD: [EEIIRRE |Q

Bl save | |[=] Notify E Add Update/Display

PARTNERS

FOR HEALTH :s-



dISDn The 5State of Tennessee's Enterpnse Resource Planming Solution Welcome

Favarites :
b :

Main Menu > HCM 3 Benefits > Reports » Contributions and Deductions > TM Enrollment and Collections

My Page Resources Payroll HR Benefits T&L ELM Finance Procurement Logistics Training My Link:
] MNew Window \3] Help |_‘|/ Custom

Process Scheduler Request

UserlD: shera0904001 Run Control ID: January_Collections
Server Name: |E| Run Date: 04/23/2013 El
Recurrence: |E| Run Time: |1:54:42PM Resetto Current Date/Time
Time Zone: 2
Select Description Process Name Process Type *Type *Format Distribution
TM Enrollment and Collections THBADE3 S0OR Report Web |E| FDF |E| Distribution

Instructions I
~

You can change the report
format on this screen if you
wish to see it as an Excel
document. Otherwise, to see

it as a PDF click “OK”
. J

Ok Cancel

PARTNERS
FOR HEALTH =




edlson The State of Tennessee's Enterprise Resource Planning Solution Welcome

Favorites { Main Menu > HCM > Benefits > Reports > Contributions and Deductions > TN Enrollment and Collections
My Page Resources Payroll HR Benefits T&L ELM Finance Procurement Logistics Training My Links
] New Window @Help u}”Cust-:umize
"
Run Control ID:  January_Collections Report Manager( Process Monitor Run
@Instanceﬂﬁaﬂﬁd)
*Group: State o}

. Instructions I
Agency: 345 &)

1]
Org Unit: 24501 Q@ Make a note of the “Process

Department: 3452004200 Oy Clarksville Service Center

Instance” number and then
click the “Process Manager”

PayRunID:  [12SMO115 @ link at the top

El save

[Z] Motify Es Add Update/Display
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My Page Resources

edlson The State of Tennessee's Enterprise Resource Planning Solution

Welcome
Favorites | Main Menu > HCM 3 Benefits : Reports > Contributions and Deductions > TM Enrollment and Collections

Payroll HR Benefits TEL ELI Finance Procurement Logistics Training My Links
@ New Window (Z)Help [& Custom
Server List
User ID: | @, Type: [=] |Last (x| 5 |Days |=] Refresh
Server: |E| Name: ) Instance: to
e =] St = Sav On Rt
T b
Select Instance Seq. Process Type e User Run DateTime Run Status D_istrw Details
Name Status
3338054 S0OR Report THBADES = | 04/23/2013 1:54.48PM CDT |Success Posted Details

Go backto T Enrollment and Collections

B save | |[Z] Motify

Process List | Server List

Instructions

—

The report may take a minute to run.
Continue to click the Refresh button
until the Distribution Status says
“Posted”. Click the “Details” link to
view the report.

~

The process instance for the report will
appear on the left.

.

.

PARTNERS
FOR HEALTH
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edlson The Siate of Tennessee's Enterpnse Resource Planning Solution Welcome

Favorites = Main Menu > HCM > Benefts > Reports > Contrbutionsand Deductions > TN Enroliment and Collections

My Page Resources Payroll HR Benefits T&L ELM Finance Procurement Logistics Training My Link:
@ Mew Window (Z)Help [ Customiz

Process Detail

HTDCESS

Instance: 3338054 Type: SUR Report
Hame: THBADS2 Description: TM Enrollment and Collections
Run 5tatus: Success Distribution Status: Fosted

Instructions

S —
Click the “View Log/Trace” link

Run Control ID: January_Callections

Location: Server

Server: PSRN

Recurrence:
Update Process Details
Request Created On: 04/23/2013 1:56:18PM CDT FParameters Transfer
Run Anytime After: 04/23/2013 1:54:48PM CDT Message Log
Began Process At: 04/23/2013 1:56:34PM CDT Batch Timings
Ended Process At 04/23/2013 1:57:20PM CDT View | og/Trace

PARTNERS
FOR HEALTH =




edISDn The State of Tennessee’s Enterprise Resource Planning Solution

Favarites @ Main Menu > HCM

My Page Resources

Payroll HR

View Log/Trace

Report [D: 2035861

Mame: THEADSS

Run Status: Success

Tr Enrollment and Collections

Distribution Node: HRPRD

Name
SOR_ThBARS3 3338054 log
tnbal83 3338054 POE
tnbadg3 335""]%4.-:1L|t

e
DSt | .oy s ahation I
ID Type
User

Process Instance: 3338054

Finance Procurement

Welcome

> Benefits > Reports » Contributions and Deductions > TH Enrolment and Collections

Benefits TaL ELM

Training My Link:

Logistics

Message Log

Process Type: SOR Report

Expiration Date: 05/

File Size [bytes)

o
e
M2
(=]
o
(%)

Datetime Created

1,671
23,905
agg

042312013 1:57:20717681PM COT
04/23/2013 1:57:20717681PM CDT
042312013 1:57:20717681PM COT

g Mew Window  (7) Help I_Ix’ Customiz

Instructions I
F <

Click the second link under
“File List” ending in “.PDF” to
view the report

The report will openin a
separate window.

PARTNERS

FORHEALTH o



TH Enrollment and Collections Report

Report ID:  TNBROB3Z Page: &
Check Date: 0171372012 Run Date 02/15/2013
Group: State

Agency:

Org Unit:

Budget Code:

Deptid Emploves Name SSN Emplid Blan Type Flan Coverage od Employves Amount Emplover Amcunt

Report Total

401k} 401ES EB 2035.00 1070.00
Plan Type 401 (k] EB 2035.00 1070.00
457 457 3 155.00 0D.00
Plan Type 457 3 155.00 0D.00
FEA Depnd FERD 1 20.00 D.0D
Plan Type FSR Depnd 1 20.00 o.o0
FEA Health FERM 5 Z95.00 0.o0
Plan Type FSAR Health 5 295.00 o.o0
PEES RETOZ1 (38 0.00 11206.086
Plan Type PERS 61 o.o0 11205.058

The report shows the
individual deductions for
each employee. The total

amount that will be charged

to your agency is on the last

page. Any refund will show

as a minus sign before the
amount.
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